DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
2 NAVY ANNEX
WASHINGTON, DC 20380-1775

MCO P1610. 7E
MVSB- 30
3 Dec 98

MARI NE CORPS ORDER P1610. 7E W ERRATUM AND CH 1-8

From Commandant of the Marine Corps
To: Di stribution List

Subj : PERFORVMANCE EVALUATI ON SYSTEM (SHORT TI TLE: PES)

Ref : (a) U S. Navy Reg. 1990, art. 1129
(b) MARCORMAN, par 2500. 3

Encl: (1) LOCATOR SHEET
Report Required: USMC Fitness Report (Report Synbol EXEMPT), par. 1001

1. Purpose. To publish the policies, procedures, and standards for the
operation and mai nt enance of the Marine Corps Performance Eval uati on System
and the subm ssion of fitness reports on sergeants through najor generals as
required by references (a) and (b).

2. Cancellation. MCO P1610. 7D

3. Background

a. The fitness report provides the primary nmeans for evaluating a
Marine' s performance to support the Conmandant’s efforts to select the best
qual i fied personnel for pronotion, augnentation, resident schooling, conmmand,
and duty assignnments. The conpletion of fitness reports is a critica
responsibility. Inherent in this duty is the conm tnent of our commanders
and all reporting officials to ensure the integrity of the system by giving
close attention to accurate nmarking and tinely reporting. Every conmander
and reporting official must ensure the scrupul ous nai ntenance of this
eval uation system |Inaccurate marking only serves to dilute the actual val ue
of each report.

b. The Performance Eval uati on System (PES) has changed conpl etely,
creating a new paradigmrequiring an entirely new approach to performance
reporting. All comanders, reporting officials, and Marines reported on
(MRGCs) nust conpletely famliarize thenselves and conply with the significant
policy changes contai ned herein.

DI STRI BUTI ON STATEMENT A: Approved for public release; distribution is
unlimted.
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3 Dec 98

4, Effective Date. 1 January 1999.

5. Summary of Revisions. This Manual not only represents a new Performance
Eval uati on System but al so significant policy and adm ni strative changes that
require a conplete review.

a. Fitness Report Form

(1) Section A, ADM NI STRATI VE | NFORMATI ON:  Cont ai ns basi c
adm nistrative information. |f available, the automated system downl oads
much of the data fromthe Marine Corps Total Force System (MCTFS) and
popul ates the appropriate block in the section

(2) Section B, BILLET DESCRI PTI ON: Focuses on the essentia
el enents of the MROs billet in specific and concise terms. The Reporting
Senior (RS) and the MRO nust neet at the begi nning of the reporting
relationship to establish and formalize a billet description for the MO

(3) Section C, BILLET ACCOWPLI SHVENTS: Highlights the MRO s
significant results and achi evenents during the reporting peri od.

(4) Sections D through G conprise 4 categories consisting of 13
attributes with definitions and descriptors called Perfornance Anchored
Rating Scal es (PARS) that conpletely define the attribute and | evels of
performance. The PARS contai n:

(a) Visible marking gradients that recognize the inherent high
quality of our Marines and focus the RS s attention while assigning marks.

(b) Built infire walls to protect against inflation. Hi gh and
adverse marks must include verifiable, substantive, and quantifiable (where
possible) justifications. This Headquarters reviews and returns reports with
unjustified marks.

(5) Section H neasures the extent to which an officer, as a
reporting official, conducted or required others to conduct accurate and
tinmely eval uations.

(6) Restricted space and requirenment for narrative comments cause
the reporting senior (RS) to focus attention on actual perfornmance.

(a) Coments nust be in a bulletized text format.

(b) Use of UPPERCASE, underlining, "quotation marks," bol dface,
italics, and nonstandard punctuation (#'&®...) in exclamation are not
aut hori zed.

(7) Section K, REVIEW NG OFFI CER COWENTS, formalizes the Revi ew ng
Oficer’s (ROs) role. The RO nust:
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(a) Take corrective action to prevent inaccurate reporting and
| at e subm ssion of reports.

(b) If sufficient observation exists, make a conparative
assessnent evaluation of all Marines of the MRO s grade whose professiona
abilities are known to the RO and nake coments concerning the MRO s
potenti al .

(8) Intra-unit conparative nmarkings are elimn nated.

(9) Maxi mum use of automation capabilities enhance PES procedures,
processes, and accountability.

b. Reporting Senior Profile

(1) The RS profile, a snapshot of the RS s grading history, reflects
all reports witten by the RS for each grade and includes all reporting
occasi ons except academ c, end of service, and not observed reports.

(2) Data base maintains a profile for each RS reflecting his or her
rating history.

(3) The RS s reporting history for a particular grade determ nes the
relative value of a specific report.

(4) The RS profile also reflects the nunber of reports subnitted
late by the RS. The profile highlights reports received after 60 days from
the end of the reporting period.

(5) Reporting senior profiles will not be reset.

c. Procedures and Policies

(1) MO Wrksheet initiated to establish a clear understandi ng
between the RS and MRO of the RS s expectations. The MRO nmay use the
wor ksheet to identify (at the end of the reporting period), ngjor
accompl i shmrents, PME/ self education endeavors and other information for
consi deration by the RS

(2) Master Brief Sheets include a summary for each report reflecting
the relative value of the report based on the RS s reporting history for that
gr ade.

(3) Upon entering the prinmary pronotion zone, an officer’'s RS
profile is included in his or her Oficial Mlitary Personnel File (OWF)
provi ded to the pronotion board.

(4) Unit Diary date gap notification advisories inplenented for
Active and Reserve reporting units.

(5) Increased enphasis on the role of the senior enlisted advisors
to acconplish the objectives of the PES
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(6) Civilians in the grade of GS-9/equivalent or above, may be
reporting officials if senior to the MRO

(7) Subm ssion of fully observed reports required for academ c and
training duty lasting 90 or nore days, detailing all aspects of a Marine's
performance, potential, and professional character, as appropriate.

(8) Requirenent to report body fat percentage when the MRO s
reported wei ght exceeds the maxi num al | owabl e standard. A body fat
per cent age exceedi ng the standard has adverse inplications.

(9) Any assignnment to either the Weight Control or Mlitary
Appear ance Prograns must be reported and is consi dered adverse.

(10) Any failure of a scheduled PFT during the reporting period nust
be reported and i s considered adverse.

(11) Instructions on reporting procedures established for reservists
perform ng Active Duty Special Wrk (ADSW orders

(12) New occasion code "Change of Status (CS)" created for nenbers
of the Sel ected Marine Corps Reserve who transfer to the Individual Ready
Reserve (I RR) or when IRR nenbers conpl ete an ADSW assi gnnent | asting 31 days
or |onger.

(13) New occasion code "From Tenporary Duty (FD)" created to
recogni ze the ternmination of tenporary duty or ADSWorders |asting 31 days or
| onger.

(14) Option to omt End of Service (EN) fitness report for Marines
retiring or transferring to the Fleet Marine Corps Reserve (FMCR), unless
adver se.

(15) Requirenment to forward reports prepared within an operationa
battalion or squadron via the unit’s comand el enent.

(16) Revised annual fitness report subm ssion schedul e supports
pronoti on board schedul es.

(17) A gap of 31 days or |longer constitutes a date gap in
per formance records.

(18) Requirenment to report all disciplinary action via a DC report.

(19) Reporting requirements for drug offenses and al cohol rel ated
i ssues redefined.

(20) Reporting requirenments for Marines in a UA or deserter status
redef i ned.

(21) Facsimle (FAX) instructions and policy defined

4
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(22) Policy conpliance neasures established for early identification
of, and initiation of corrective action for, reporting officials displaying
undesirabl e reporting trends.

6. Recomendations. Submt recomendati ons concerning the Performance
Eval uati on Systemto the Conmandant of the Marine Corps (MVSB-30) via the
chain of comand.

7. Action. Commanders nust ensure that they, all reporting officials, and
Marines (sergeant and above) under themare well versed in the spirit and
intent of this Mnual

8. Certification. Reviewed and approved thd te.

DI STRI BUTI ON: PCN 10202100000

Copy to: 7000130 (75)
7000110 (75)
7000093/ 8145001 (2)
7000099, 144/8145005 (1)



2 Feb 99

ERRATUM
to
MCO P1610. 7E dtd 3Dec98

Perf ormance Eval uation System (Short Title PES)

1. Please renove and replace the current pages 4-39 and 4-40 and repl ace
themw th the enclosed page. The nunber was inadvertently left off during the
printing process.

2. Please renove the current appendices and replace themw th the encl osed
copi es.

PCN 10202100080



MARADM N 474/ 99

Date signed: 10/22/99 MARADM N Number: 474/99

R 210746Z COCT 99 ZYW

FM CMC WASHI NGTON DC/ / MRA/ /

TO MARADM N

BT

UNCLAS //No1610//

MARADM N 474/ 99

MSG DY GENADM N/ CMC VRA/ /

SUBJ/ CHANGE 1 TO MCO P1610. 7E, PERFORMANCE EVALUATI ON SYSTEM (PES)//
REF/ A/ DOC/ MCO P1610. 7E/ /

AVPN TO ANNOUNCE A CHANGE TO THE BASI C ORDER/ /

POC/ MAJ M DARNELL/ MVBB- 31/ DSN 278- 5686/ 3997/ /

RWKS/ 1. AS AN ENHANCEMENT TO THE NEW PERFORMANCE EVALUATI ON SYSTEM
REPORTI NG SENI ORS ARE REQUI RED TO MAKE WORD PI CTURE COMMENTS | N
SECTI ON | OF ALL OBSERVED FI TNESS REPORTS. THESE COWMENTS ARE

| NTENDED TO PROVI DE A MORE COVPLETE AND DETAI LED EVALUATI ON OF THE
PROFESSI ONAL CHARACTER OF THE MARI NE REPORTED ON AND MAY ADDRESS ANY
ENTRI ES MADE | N SECTI ONS A THROUGH H OR AS THE REPORTI NG SENI OR DEENMS
APPROPRI ATE. THE ABOVE COWMENTS W LL BE MADE PRI OR TO OTHER DI RECTED
AND ADDI TI ONAL COMMENTS PREVI OUSLY REQUI RED | N SECTI ON | AND MUST BE
CONSI STENT W TH THE STYLE GUI DANCE PROVI DED | N PARAGRAPH 4012. 3B OF
THE REFERENCE.

2. TH S CHANGE | S EFFECTI VE | MVEDI ATELY AND W LL BE FURTHER
ADDRESSED W TH OTHER FORTHCOM NG PERFORMANCE EVALUATI ON SYSTEM
CHANGES. / /

BT



DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
2 NAVY ANNEX
WASHINGTON, DC 20380-1775

MCO P1610. 7E Ch 2
MVSB- 30
3 Apr 00

MARI NE CORPS ORDER P1610. 7E Ch 2

From Comrandant of the Marine Corps
To: Di stribution List

Subj : PERFORMANCE EVALUATI ON SYSTEM ( SHORT TI TLE: PES)

Encl: (1) New page inserts to MCO P1610. 7E
(2) List of Effective Pages

1. Purpose. To transmt new page inserts to the basic Mnual.
2. Action
a. Insert enclosure (1).

b. Upon insertion of this Change, the pages listed in enclosure (2) are
current. Renopbve and destroy pages not |isted.

3. Summary of Changes

a. Wien submitting reports identified as "not observed" or extended,
only pages 1 and 5 of NAVMC 10835A will be submitted. Wen submtting reports
identified as non-observed, item 7C of section Awll be marked. When
submtting reports identified as extended, item 7A of section Awll be
mar ked.

b. In the cases of GySgt’s receiving "GC' reports for pronotion to
MSgt/ 1stSgt, item 8C (status) section Awll be left blank.

c. The AN, AR, and SA reports may be omtted if it is known in advance
anot her reporting occasion will occur within 30 days after the ending date for
those reports, and the sane RS and RO relationship is in place as on the date
of required subm ssion of the omtted report. Conditionally the AN, AR, and
SA reports nay not be omitted in anticipation of disciplinary or
adm ni strative separation actions.

d. Cases of MROs attending nmultiple TAD site, with each TAD site
requi ring subnission of conpleted TAD reports (e.g. MRO attends two separate
courses of instruction each over 30 days in length prior to returning to
parent conmand). Each TAD site will subnmit a "TD' report with the final TAD
site submitting the required "FD' report returning the MRO to their parent
command.

e. Carify subm ssion requirenents for Marines attending
Academi ¢/ Trai ni ng duty under "TEM NS" orders.

f. darify requirenments for nmandatory conments addressed in change 1.
g. Carify defined adverse situations and required coments.

DI STRI BUTI ON STATEMENT A: Approved for public release; distribution is unlimnted.
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3 APR 00

4. Change Notation. Significant changes in the revised pages for this Change
are denoted by an arrow (>) synbol

5. FEiling Instructions. This Change transmittal will be filed inmediately
foll owing the signature page of the basic Mnual

6. Certification. Reviewed and approved this date.

f J. W. KLIMP
Deputy Chief of Staff for

Manpower and Reserve Affairs

DI STRI BUTI ON: PCN 10202100002

Copy to: 7000130 (75)
7000110 (75)
7000093/ 8145001 ( 2)
7000099, 144/8145005 (1)



DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
2 NAVY ANNEX
WASHINGTON, DC 20380-1775

MCO P1610. 7E Ch 3
MVBB- 30
29 Mar 02

MARI NE CORPS ORDER P1610. 7E Ch 3

From Conmandant of the Marine Corps
To: Di stribution List

Subj : PERFORMANCE EVALUATI ON SYSTEM ( SHORT Tl TLE: PES)

Encl: (1) New page inserts to MCO P1610. 7E
(2) List of Effective Pages

1. Situation. To transmit new page inserts to the basic Manual.

2. Mssion. To notify all onthe distribution Iist of the revisions and policy changes
to the basic Mnual.

3. Execution

a. Commander’'s Intent and Concept of Operations

(1) Commander’s Intent. Enclosure (1) is the guide for the specific changes and a
sumary of those changes is as follows:

(a) Carify Grade Change (GC) reports.

(b) When submitting End of Service (EN) reports; forward to HQVC
after the end of service (EAS) date, not before.

(c) Carify reporting of first alcohol related incident.

(d) Directed RS corments required for fulfillnment of command's safety policy
and when a MROis filling billets designated for a higher grade.

(e) darify reporting of facts surroundi ng the i ssuance of nonpunitive letter
of reprimand or caution but not the issuance itself.

(f) Carify occasions requiring RO conments.

(g) The need to report significant incidents that occurred in prior reporting
period but were unknown to or overlooked by reporting officials.

(h) Detailing of conbat fitness report criteria.

(i) Sanple request letter to request administrative correction to reports
already a matter or record.

(j) New Annual Reserve Duty (AR) report due dates for SMCR O ficers/Enlisted
Mari nes.

(k) New Annual Active Duty (AN) report due dates for captains and
maj or s.

DI STRI BUTI ON STATEMENT A: Approved for public release; distribution is unlimnted.
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29 Mar 02

(1) darify reporting senior profile and new reviewi ng of ficer pro-
file and as it will appear on the MBS

b. Subordinate Elenent Mssions. Conply with the intent of enclosures (1)
and (2).

c. Coordinating Instructions. Subnit all recomrendati ons concerning this
change, and the basic Manual, to the Commandant of the Marine Corps (MVSB-30)
via the appropriate chain of comand.

4., Admnistration and Logistics

a. Significant changes in the revised pages for this change are denoted by
an arrow ( -») synbol .

b. This Manual is published electronically and can be accessed online via
the Marine Corps honepage at http://ww. usnc. mil.

c. For commands without access to the Internet, hard copy and CD- ROM ver -
sions of Marine Corps directives can be obtained through Mari ne Corps Publica-
tions Distribution System ( MCPDS)

5. Command and Si gna

a. Signal. This Manual is effective the date signed.

b. Command. This Manual is applicable to the Marine Corps Total Force.

M K. H CKS
Acting Deuty Conmmandant for
Manpower and Reserve Affairs

DI STRI BUTI ON: PCN 10202100003

Copy to: 7000130 (75)
7000110 (75)
7000093/ 8145001 (2)
7000099, 144/8145005 (1)



DEPARTMENT OF THE NAVY
HEADQUARTERS UNITED STATES MARINE CORPS
2 NAVY ANNEX
WASHINGTON, DC 20380-1775

MCO P1610. 7E Ch 4

MVSB- 30
29 Mar 02
MARI NE CORPS ORDER P1610.7E Ch 4
From Commandant of the Mari ne Corps
To: Di stribution List
Subj : PERFORVANCE EVALUATI ON SYSTEM ( SHORT TI TLE: PES)
Encl: (1) New page inserts to MCO P1610. 7E
(2) List of Effective Pages
1. Situation. To transmt new page inserts to the basic Manual
2. Mssion. To notify all on the distribution list of the revisions and policy

changes to the basic Manual.
3. Execution

a. Conmander’s I ntent and Concept of Qperations

(1) Commander’'s Intent. Enclosure (1) is the guide for the specific changes
and a summary of those changes is as follows:

(a) The inplenmentation of letter-style narrative fitness reports for col onels
will begin with next annual reports; active duty 31 May, reserves 30 June, active
reserve 31 July.

(b) Reports will consist of pages 1 and 5, and addendum page(s)
as appropriate.

(c) Sections B and C on page 1 and section | on page 5 will not be used but
wi |l be addressed on an addendum page in letter-style narrative, which will include a
word picture and directed comments, as appropriate.

(d) The 14 attributes will not be graded but, as appropriate, will be con-
sidered in preparing the narrative.

(e) The letter-style narrative will also address potential for pronotion and
assignments to command, staff, and advance school i ng.

(f) Reviewing Oficer responsibilities will remain the sane. The section K
conpar ati ve assessnment scale on page 5 will be marked and comments will be nade when
observation and know edge of the MRO s performance pernits

DI STRI BUTI ON STATEMENT A: Approved for public release; distribution is
unlimted.



MCO P1670.7E Ch 4
29 Mar 02

b. Subordi nate El enent M ssi ons

(1) Comply with the intent of enclosure (1).

(2) Commanders/ O Cs naintain this change per the provisions of the
ref erence.

c. Coordinating Instructions. Subnit all reconmendati ons concerning this
change, and the basic Manual, to the Commandant of the Marine Corps (MVSB-30)
via the appropriate chain of command.

4, Admi ni stration and Loqgistics

a. Significant changes in the revised pages for this change are denoted by
an arrow ( -») synbol .

b. This Manual is published electronically and can be accessed online via
the Mari ne Corps honepage at http://ww. usnc. ml.

c. For commands without access to the Internet, hard copy and CD- ROM ver -
sions of Marine Corps directives can be obtained through Marine Corps Publica-
tions Distribution System (MCPDS) .

5. Command and Si gnal

a. Signal. This Manual is effective the date signed.

b. Command. This Manual is applicable to the Marine Corps Total Force.

M K. HI CKS
Acting Deputy Comuandant for
Manpower and Reserve Affairs

DI STRI BUTI ON: PCN 10202100004

Copy to: 7000130 (75)
7000110 (75)
7000093/ 8145001 (2)
7000099, 144/8145005 (1)



CHANGE 5 TO MCO P1610.7E, PERFORMANCE EVALUATION SYSTEM (PES)

MARADMIN 021/03

Date signed: 01/16/2003 MARADMIN Number: 021/03 R 160739Z JAN 03
FM CMC WASHINGTON DC (n)
TO ML MARADMIN (n)
MARADMIN
BT
UNCLAS
MARADMIN 021/03
MSGID/GENADMIN/CMC WASHINGTON DC MMSB//
SUBJ/CHANGE 5 TO MCO P1610.7E, PERFORMANCE EVALUATION SYSTEM (PES)//
REF/A/DOC/CMC MM/-/3 DEC 98//
AMPN/REF A, IS MCO P1610.7E. PERFORMANCE EVALUATION SYSTEM//
POC/FONTENO, S. W./LTCOL/CMC MMSB/-/TEL:703-784-3989
/EMAIL : FONTENOSW@MANPOWER .USMC.MIL//
GENTEXT/REMARKS/-//
RMKS/1. THIS MARADMIN ANNOUNCES CHANGES TO APPENDIX A OF THE REF
REGARDING THE ANNUAL FITNESS REPORT SCHEDULE (AN AND AR REPORTS) .
GRADE-CURRENT ACTIVE RESERVE ACTIVE RESERVE
COMPONENT COMPONENT COMPONENT
SGT NO CHANGE SEP SEP
SSGT NO CHANGE SEP SEP
GYSGT JUN SEP SEP
1STSGT/MSGT JUN SEP SEP
2. NOTE SIGNFICANT CHANGES IN THE REVISED SCHEDULE FOR ANNUAL
FITNESS REPORTS FOR THOSE ENLISTED RANKS OF THE RESERVE AND ACTIVE
COMPONENTS LISTED ABOVE.
3. ALL REPORTS FOR MARINES SHOULD ARRIVE AT HQMC NO LATER THAN 30
DAYS AFTER THE REPORTING PERIOD TO ENSURE PROPER PROCESSING INTO
OFFICIAL RECORDS TO FACILITATE SELECTION BOARD CONVENING DATES AND
PERSONNEL MANAGEMENT DECISIONS. THESE CHANGES WILL AFFECT THE
FISCAL YEAR 2004 E-8 THROUGH E-9 ACTIVE DUTY BOARD CONVENING IN
OCTOBER 2003 AND THE FISCAL YEAR 2004 RESERVE SNCO COMPONENT
SELECTION BOARD CONVENING IN JANUARY 2004.
4. RESERVISTS WHO ARE CONSIDERED FOR PROMOTION BY AN ACTIVE
COMPONENT SELECTION BOARD WILL RECEIVE ANNUAL ACTIVE DUTY (AN)
REPORTS WHILE THOSE WHO ARE CONSIDERED BY A RESERVE COMPONENT
SELECTION BOARD (TO INCLUDE ACTIVE RESERVE MARINES) WILL RECEIVE
ANNUAL RESERVE DUTY (AR) REPORTS.
5. THIS CHANGE IS EFFECTIVE IMMEDIATELY AND IS APPLICABLE TO THE
MARINE CORPS ACTIVITIES ON PCN DISTRIBUTION 1022100003, AND WILL BE
FURTHER ADDRESSED WITH OTHER FORTHCOMING PERFORMANCE EVALUATION
SYSTEM CHANGES.//



CHANGE 6 TO MCO P1610.7E, PERFORMANCE EVALUATION SYSTEM (PES)

MARADMIN 022/03

Date signed: 01/16/2003 MARADMIN Number: 022/03 R 160740Z JAN 03
FM CMC WASHINGTON DC (n)
TO ML MARADMIN (n)
MARADMIN
BT
UNCLAS
MARADMIN 022/03
MSGID/GENADMIN/CMC WASHINGTON DC MMSB//
SUBJ/CHANGE 6 TO MCO P1610.7E, PERFORMANCE EVALUATION SYSTEM (PES)//
REF/A/DOC/CMC MM/-/3 DEC 98//
AMPN/REF A, IS MCO P1610.7E. PERFORMANCE EVALUATION SYSTEM//
POC/FONTENO, S.W./LTCOL/CMC MMSB/-/TEL:703-784-3989
/EMAIL : FONTENOSW@MANPOWER .USMC.MIL//
GENTEXT/REMARKS/-//
RMKS/1. THIS MARADMIN ANNOUNCES ADDITIONAL SECTION I DIRECTED
COMMENTS TO THE FITNESS REPORT PER THE PROVISIONS OF PARAGRAPH
4012.4 OF REF A.
2. ADDITIONAL SECTION I DIRECTED COMMENTS ARE REQUIRED WHEN
APPLICABLE FOR AVIATION PROFICIENCY AND OPERATIONAL RISK MANAGEMENT
(ORM) SKILLS AS FOLLOWS:
A. IN THE CASE OF MARINE AVIATORS AND FLIGHT OFFICERS, COMMENT
ON PURE FLYING PROFICIENCY AND WHEN APPLICABLE, IN TERMS OF
AERONAUTICAL LEADERSHIP, AIRBORNE JUDGMENT, OR USE OF AERONAUTICAL
ASSETS. SOME EXAMPLES ARE: AN AIRCRAFT COMMANDER, FLIGHT LEADER
DESIGNATIONS, TACTICAL AIR COORDINATOR (GROUND AND AIRBORNE),
MISSION COMMANDER, WTI OR ANY OTHER AERONATICALLY DESIGNATED MARINE
IN A POSITION OF TACTICAL LEADERSHIP.
B. EXTENT TO WHICH ALL MARINES, ESPECIALLY THOSE WHOSE BILLET
SPECIFICALLY INVOLVES PLANNING, SUPERVISION, TRAINING, AND
OPERATIONAL RESPONSIBILITIES, EXHIBIT OPERATIONAL RISK MANAGEMENT
(ORM) ABILITY TO ACCOMPLISH THE MISSION. SPECIFICALLY, SKILLS IN
IDENTIFYING HAZARDS, ASSESSING THOSE HAZARDS FOR RISK, MAKING RISK
ACCEPTANCE DECISIONS, APPLYING CONTROLS TO MINIMIZE THE RISK, AND
SUPERVISION. NOTE: MARINE CORPS ORDER 3550.27 OUTLINES THE INTEGRAL
PART (ORM) PLAYS IN TRAINING AND PLANNING AT ALL LEVELS TO OPTIMIZE
OPERATIONAL CAPABILITY, READINESS, AND MISSION ACCOMPLISHMENT.
3. THIS CHANGE IS EFFECTIVE IMMEDIATELY, IS APPLICABLE TO THE
MARINE CORPS ACTIVITIES ON PCN DISTRIBUTION 1022100003, AND WILL BE
FURTHER ADDRESSED WITH OTHER FORTHCOMING PERFORMANCE EVALUATION
SYSTEM CHANGES.//



CHANGE 7 TO MCO P1610. 7E, PERFORVMANCE EVALUATI ON SYSTEM ( PES)

MARADM N 164/ 03

Date signed: 04/09/2003 MARADM N Number: 164/03 R 090729Z APR 03
FM CMC WASHI NGTON DC( uc)
AL MARADM N( uc)
MARADM N
BT
UNCLAS
MARADM N 164/ 03
MSG D/ GENADM N MM /
SUBJ/ CHANGE 7 TO MCO P1610. 7E, PERFORMANCE EVALUATI ON SYSTEM ( PES)/ /
REF/ A/ MBG CMC WASHI NGTON DC MVPR/ 100521ZMAR2003/ /
REF/ B/ DOC/ CMC MVBB/ 03DEC1998/ /
POC/ R Q WARD/ MAJ/ MVBB- 30/ -/ TEL: ( 703) 784- 5686/ TEL: DSN 278- 5686/ /
NARR/ REF A |'S MARADM N 102/ 03, FY05 U.S. MARI NE CORPS OFFI CER
PROMOTI ON SELECTI ON BOARDS. REF B |'S MCO P1610. 7E, PERFORMANCE
EVALUATI ON SYSTEM ( PES). //
GENTEXT/ REMARKS/ 1. | N SUPPORT OF REF A, THE ANNUAL FI TNESS REPORT
SCHEDULE (AN & AR) HAS CHANGED.
2. TH'S CHANGE 7 IS A REVI SI ON TO APPENDI X A OF REF B REGARDI NG
THE ANNUAL FI TNESS REPORT SCHEDULE (AN & AR REPORTS).

RPT PD ENDS RPT PD ENDS RPT PD ENDS

LAST DAY OF LAST DAY OF LAST DAY OF
GRADE ACTI VE COMPONENT RESERVE COMPONENT  ACTI VE RESERVE
SGT MAR SEP SEP
SSGT DEC SEP SEP
GYSGT JUN SEP SEP
1STSGT/ MSGT JUN SEP SEP
SGTVAJ/ MGYSGT  SEP MAY JUN
WO CWO APR CCT CCT
2NDLT JAN JUL APR N A
1ISTLT OCT/ APR CCT CCT
CAPT MAY SEP JUN
MAJ MAY SEP JUN
LTCOL MAY JUN JUN
CaL MAY JuL JuL
BGEN JUN JUN N A

3. ALL REPORTS FOR MARI NES SHOULD ARRI VE AT HQMC NO LATER THAN
30 DAYS AFTER THE REPCRTI NG PERI OD TO ENSURE PROPER PROCESSI NG
I NTO OFFI CI AL RECORDS TO FACI LI TATE SELECTI ON BOARD AND PERSONNEL
MANAGEMENT DECI SI ONS.

4. RESERVI STS WHO ARE CONSI DERED FOR PROMOTI ON BY AN ACTI VE
COVPONENT SELECTI ON BOARD W LL RECElI VE AN REPCRTS WHI LE THOSE
VWHO ARE CONSI DERED BY A RESERVE COVPONENT SELECTI ON BOARD (TO

| NCLUDE ACTI VE RESERVE MARI NES) W LL RECEI VE AR REPORTS.

5. REPORTS ON ACTI VE COMPONENT 2ND AND 1ST LI EUTENANTS ARE
SEM ANNUAL VI CE ANNUAL.

6. TH'S MARADM N WLL REMAIN I N EFFECT UNTIL THE CHANGE I S

| NCORPORATED | N THE NEXT UPDATE/ VERSI ON OF REF B.

7. PCC 1S MAJ WARD AT (COV) 703-784-5686 OR (DSN) 278-5686.//
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MANAGEMENT FUNCTI ONS AND DECI S| ONS. HOWEVER, BECAUSE OF THE SPECI AL
HANDLI NG, STORAGE, AND LI M TED ACCESS TO CLASSI FI ED MATERI AL, THE
CLASSI FI ED FI TNESS REPORTS ARE DETRI MENTAL TO THE MARI NE REPORTED
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PARAGRAPH 4016 AND REPLACE W TH NEW PARAGRAPH 4016, AS FOLLOWS:

"4016. | NSTRUCTI ONS FOR BI LLETS | N\VOLVI NG CLASSI FI ED DUTI ES

1. FI TNESS REPORTS W LL NOT CONTAI N CLASSI FI ED | NFORMATI ON.
DEPENDI NG ON THE POSSI BLE LEVELS OF CLASSI FI CATI ON, FI TNESS
REPORTS ARE NOT RELEASABLE TO PROMOTI ON/ SELECTI ON BOARD MEMBERS
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REFERENCE TO SPECI FI C OPERATI ONAL OR M SSI ON DETAI LS TO ELI M NATE
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' CLASSI FIED | N PLACE OF THAT ENTRY."
3. ON PAGES 7-3 AND 7-4 OF THE REF COVWPLETELY REMOVE PARAGRAPH
7003 AND REPLACE W TH NEW PARAGRAPH 7003, AS FOLLOWS:

"7003. CLASSI FI ED REPORTS

1. CLASSI FI ED FI TNESS REPORTS ARE NOT AUTHORI ZED. BECAUSE OF
THE DYNAM C ENVI RONMVENT SURROUNDI NG MARI NES FI LLI NG BI LLETS
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2. PARAGRAPH 4016 PROVI DES GUI DANCE FOR PREPARATI ON OF
REPORTS FOR MARI NES SERVI NG I N BI LLETS W TH CLASSI FI ED DUTI ES. "
4. TH'S MARADM N WLL REMAIN IN EFFECT UNTIL THE CHANGE | S
| NCORPORATED | N THE NEXT UPDATE/ VERSI ON OF THE REF.
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I NTRODUCTI ON

0001. PURPOSE. This Manual publishes the policies, procedures, and
adm nistrative instructions for the operation and managenent of the
Per f ormance Eval uati on System ( PES)

0002. STATUS

1. Requirenents in this Manual are binding on all comranders, officers in
charge, and personnel serving as reporting officials.

2. Any deviation frominstructions in this Manual nust be authorized by the
CMC ( MVBB- 30) .

0003. SCOPE. This Manual defines performance eval uation authority and
responsibilities and contains instructions for the preparation, subm ssion
and processing of Marine Corps fitness reports. The role of Headquarters
Marine Corps is to maintain the PES and Optical Digital Inmaging System

0004. RESPONSIBILITY. The currency, accuracy, and nodification of this
Manual is the responsibility of the CMC (MVBSB-30). Distribution is the
responsibility of the CMC (AR). Headquarters Marine Corps staff agencies and
field commands are responsible for tinely entry of changes and physica

mai nt enance of their copies of this Mnual

0005. PUBLI CATI ONS LI STI NG (PL)

1. Commands will update their requirenents for this Manual in their PL's

el ectronically by accessing the Marine Corps Publications Distribution System
(MCPDS), per UM MCPDS 5605, Field Users Manual. Comands will ensure
quantities reflect sufficient copies for access by all reporting officials.

2. Request m ssing pages electronically by ordering the basic Manual and/ or
perti nent changes through MCPDS

3. On-line access to this Manual is available through the Mari ne Corps web
site at ww. usnc.ml. Once in the site, go to Information for Marines;

sel ect Marine Corps Orders/Directives under Adm nistrative Information; then
| ocate MCO P1610. 7E, Performance Eval uati on System Manual .

0006. ORGANI ZATI ON

1. This Manual is organized in chapters which are nunbered sequentially and
listed in the contents.
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2. Paragraph nunbering is based on four digits. The first digit indicates
the chapter; the next three, the general paragraph; and the conbinations
which follow the deci mal point, the appropriate subparagraph; e.qg.

4001. 2c(1) refers to chapter 4, paragraph 001, subparagraph 2c(1).

3. Pages are nunbered in separate series by chapter, with the chapter nunber

precedi ng each nunber; e.g., the fifth page of Chapter 4 is 4-5.

0007. CHANGES. Changes to this Manual will follow instructions in the
current edition of MCO P5215.1, The Marine Corps Directives System Record
all changes on the Record of Changes page provided.

Vi
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CHAPTER 1

CONCEPTS AND OVERVI EW

1001. SCCPE

1. The Marine Corps Performance Eval uation System (PES) provides for the
periodic reporting, recording, and analysis of the perfornmance and

prof essi onal character of Marines in the grades of sergeant through major
general . Its fundanmental concepts are accuracy, accountability, sinmplicity,
and consi stency of policy and eval uation nethods. Achieving these concepts
requi res standardi zati on of the eval uation chain, supervision throughout the
system and the education of all participants in the system Reporting

seni ors docunent their observations and assessnment of the perfornmance and
character of a Marine on the USMC Fitness Report, NAVMC 10835A-E (Rev.
1-99(EF)). NOTE: Each page of the fitness report formhas a separate NAVMC
and stock nunber, e.g. NAVMC 10835A for page 1, NAVMC 10835B for page 2, etc.
Fitness reports docunent, through witten conmunication to the Conmandant of
the Marine Corps (CMC), a history of a Marine's performance and potenti al

The fitness report is:

a. Avital portion of a Marine's Oficial Mlitary Personnel File (OVPF)
hel d at Headquarters Marine Corps (HQVC) by the Personnel Managenment Support
Branch ( MVSB) .

b. Not a communication to, nor a counseling docunent for, the Marine.

2. The PES conprises the policies, procedures, and responsibilities for the
preparation, processing, and nmai ntenance of fitness reports. Reports rmnust
provi de accurate and conplete profiles of the professional qualities of
Mar i nes.

3. For purposes of brevity, this Manual uses the termreporting officials to
simul taneously refer to the reporting senior (RS), the review ng officer
(RO, and the third officer sighter when appropriate. Abbreviations:

a. RS s and RO s nean possessive forms.

b. RSs and RCs nean plural form

c. MO refers to the Marine reported on
1002. PURPCSE. Primarily, the PES supports the centralized sel ection
pronotion, and retention of the nost qualified Marines of the Active and

Reserve Components. Secondarily, the PES aids in the assignnment of personne
and supports ot her personnel managenent deci sions as required.

1003. OBJECTIVES OF THE SYSTEM For a credible and accurate recordi ng of
the history of an individual’s perfornmance, the PES nust acconplish the
foll ow ng objectives:

1-3



1004 PERFORMANCE EVALUATI ON SYSTEM

1. Accurate Fitness Reports. The eval uation nust:

a. Reflect an assessnment of performance of assigned duties and
responsi bilities against an understood set of requirenents, individua
capacity, and professional character

b. Center on individual performance during a designated period of
observati on

c. Report fact and the reporting official’s objective judgnents based on
Mari ne Corps standards; not conjecture.

d. Ensure narrative portions of the evaluation are clear in their
nmeani ng and free of anbiguities and i nnuendoes.

2. Preventing Inflation. Countering inflation begins with the reporting
officials, specifically the RS and RO who nust accurately report a Marine's
per f or mance.

a. The design of this report limts the ability of RSs to unjustifiably
or artificially inflate a Marine’s performance.

b. Reports nmust be based on a Marine' s perfornance vice sociability.
Reporting officials can inadvertently render these controls ineffective by
preparing and subnmitting fitness reports that fail to adhere to both the
letter and the spirit of this Mnual

3. Tinely Receipt. Tinmely receipt of fitness reports (within 30 days of the
end of the reporting period) by HQVC ensures conpl ete and accurate updates of
Marines’ OWPFs. As a |eadership responsibility, reporting officials and
comanders nust ensure tinmely subm ssion of fitness reports.

4. Ensuring Conplete Records. The subm ssion of admnistratively and
procedurally correct fitness reports will expedite processing, thereby
ensuring a conplete, continuous record of each Marine’s performance and
potenti al .

5. Providing Information for Selection Boards. Fair and accurate personne
managenent deci sions require conplete fitness report records for all Marines.
The cul mination of accurate, fair, and tinely fitness reports is a docunented
hi story of individual performance and potential required by HQVC sel ection
boar ds.

1004. SIGNIFI CANCE OF THE FI TNESS REPORT. The Conmandant’s gui dance for the
PES is: "The conpleted fitness report is the nost inportant information
component in manpower managenent. It is the primary neans of evaluating a
Marine' s performance. The fitness report is the Cormmandant’s primary too
avail abl e for the selection of personnel for pronotion, retention
augnent ati on,

resi dent schooling, comrand, and duty assignnents. Therefore, the conpletion
of

this report is one of an officer’s nost critical responsibilities. Inherent in
this duty is the commtnment of each reporting senior and reviewi ng officer to
ensure the integrity of the system by close
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attention to accurate marking and tinely reporting. Every officer serves a
role in the scrupul ous nmai ntenance of this evaluation system ultimtely

i mportant to both the individual and the Marine Corps. Inflationary narkings
only serve to dilute the actual value of each report, rendering the fitness
report ineffective. Reviewing officials will not concur with inflated
reports.”

1005. KEY_ CONCEPTS

1. Fairness. The fitness report is a comunication between reporting
officials and the CMC. Reporting officials nmust provide fair and thorough
eval uati ons.

a. Reviewing officers and commanders nust take active roles in mentoring
and comunicating with RSs when an RS has not adhered to the spirit and
intent of this Mnual.

b. Influence or pressure by ROs or commanders to nodify fitness report
mar ks or comrents is unacceptable, except to ensure that reporting officials
adhere to Marine Corps policy.

2. Focus. The fitness report is a docunentation of observations and
assessnents of individual perfornmance, personal qualities, character, and
potential to serve at a nore senior level. The fitness report is not:

a. A disciplinary tool
b. A lever to exert influence.
c. A counseling docurment for the MRO

3. Measurenent. Reporting seniors nust eval uate agai nst m ssions, duties,
tasks, and standards as conmuni cated by the RS to the MRO. Measure Mari nes
agai nst known Marine Corps values and soldierly virtues, not against a
personal set of precepts and unreasonabl e expectati ons.

4. Ethics. Professional ethics constitute one of the foundations of the
PES. Reporting officials nust preserve the high standards of Marine Corps
integrity and noral courage. Personal biases have absolutely no place in the
process.

5. Avoiding Zero Defects. Reporting officials must consider that Marines
devel op by having the latitude to nake m stakes. Reporting officials nust
encourage initiative, aggressiveness, creativity, courage, and devel oprment of
war fighting skills and not danpen them by fear of nmaking m stakes. Attaining
perfection certainly is a legitimte goal, but rarely is it areality. The
realistic goal is to experience, learn, and grow professionally.

6. Counseling. The PES and the Marine Corps Counseling Program (MCO 1610. 12)
are separate but conplenmentary. Leaders nust counsel Marines to transmt the
gui dance, performance standards, and direction inportant for the MRO s success
and continued devel opment. The conplenentary rel ati onship between the

counsel i ng process and the PES begi ns when the RS and MRO neet to devel op the
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MRO s billet description. 1t then beconmes a regular and conti nuous process
with additional sessions to review billet descriptions, establish new goals,
and devel op performance. As a result, the performance eval uati on process
shoul d not produce any surprises for the MRO  Periodic performnce

eval uation can also help clarify and crystallize the subjects on which the
counsel i ng process should focus. Any counseling program which relies on
final evaluations as a tool to force behavioral changes is without nmerit and
must be avoi ded. The PES highlights past perfornance; counseling shapes
future performance. The fitness report is not a counseling tool

1006. EVALUATI ON CYCLE

1. MRO and RS Develop Billet Description. The evaluation cycle begins with
the MRO and the RS devel oping a cl ear understanding of the RS s expectations.
At the beginning of the reporting relationship, the MRO and the RS will neet
to establish and fornalize a billet description for the MRO that focuses on
the essential elenments of the MRO s bhillet in specific and concise terns.

2. MRO Provides Sunmmary of Acconplishnents. Prior to the end of the
reporting period, the MRO should provide a summary of acconplishnments to the
RS. The sunmmary of acconplishnents provides the MRO an opportunity to

hi ghlight significant events, awards, and professional mlitary education
(PME) acconplishments of which the RS nay not be aware. The CMC directs the
use of the MRO wor ksheet (Appendix D) for billet description and summary of
acconpl i shments docunent ati on.

3. RS Action. The RS conpletes the evaluation per the provisions of this
Manual and forwards the report to the RO

4., RO Action. The RO conpletes his or her portion of the evaluation and
reviews the report, ensuring it is accurate and adninistratively correct.
The RO then forwards the report to the CMC (MVSB-32). Reviewi ng officers at
the operational battalion or squadron level will forward the report via the
organi zation’s command el enent.

5. HOMC Action. The Personnel Managenent Support Branch reviews the report

for adherence to policy and correctness then processes and files it in the
MRO s OWPF, thus conpleting the cycle.

1007. CGENERAL RESPONSI BI LI Tl ES

1. Marine Reported On (MRO). The MRO is the subject of the fitness report.
The MRO should subnit a sunmmary of acconplishnents to the RS prior to the end
of the reporting period. The MRO nust possess a clear understanding of the
concepts of the PES, his or her role in acconplishing the unit’s m ssion, and
the expectations of the RS

2. Reporting Oficials. Al reporting officials play a key role in the
eval uati on process. They nust know the policies and procedures set forth in
this Manual, ensuring strict adherence to the objectives and tenets of the
system
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3. Al Leaders. Mny billet assignnents are not self-explanatory and
Marines do not always work within their mlitary occupational specialty

(MXS). Al leaders nmust ensure their Marines understand the m ssion and
their individual responsibilities; specifically, by defining tasks and
st andards expected, and resources available to conplete those tasks. 1In the

case of enlisted fitness reports, the RS may include the MRO s i medi ate
enlisted or civilian supervisors in the evaluation and revi ew process. The
technique is a matter of choice to the RS, but one nethod is to require the
MRO s supervisor to wite a separate evaluation of the Marine. This
recomendati on then becomes one additional source the RS uses in the
conpletion of the final fitness report. Additionally, inclusion of the
unit’s senior enlisted | eadership; i.e., the First Sergeant, Sergeant Mjor,
or SNCOC, in the review process will help ensure equable reporting while
guar di ng agai nst uni ntended inflation

4. Commanders. As representatives of the CMC, all commanders must ensure
reporting officials uphold PES policy. Regardless of the comunicative
nature of the fitness report between the reporting officials and the CMC,
commanders retain responsibility for proper subm ssion of reports. The

i nfluence of personal exanple, |eadership, and strong PES educati on programs
best ensures the integrity and credibility of the system The Fitness Report
Audit Program (FRAP), addressed in Chapter 9, provides comanders a tool in
hel ping their Marines ensure their records are conplete.

5. Headquarters Marine Corps. The Personnel Managenent Support Branch
promul gates policy, processes and maintains fitness report information, and
serves as the adm nistrator of the PES.

1008. AUTHORITY. The CMC vests central authority and responsibility for the
PES to the Deputy Chief of Staff for Manpower and Reserve Affairs. This
Manual is the only authorized policy for the system Additional PES policy
requi renents published in other Marine Corps directives are not authorized
unl ess specifically approved by the central authority or referenced in this
Manual .

1-7



PERFORMANCE EVALUATI ON SYSTEM

CHAPTER 2

REPORTI NG CHAI N AND RESPONSI BI LI Tl ES

PURPCOSE .

GENERAL DESCRI PTI ON

REPORTI NG SENI OCR

REVI EW NG OFFI CER

THI RD OFFI CER SI GHTI NG

COMVANDANT COF THE MARI NE CORPS

COMVANDERS

SENI OR MARI NE REPRESENTATI VES

SENI OR ENLI STED ADVI SCRS

SPECI AL SI TUATI ONS

MAI NTAI NI NG PERSONAL NOTES

PARAGRAPH PAGE
2001 2-3
2002 2-3
2003 2-3
2004 2-4
2005 2-6
2006 2-6
2007 2-6
2008 2-6
2009 2-6
2010 2-6
2011 2-8

2-1






PERFORMANCE EVALUATI ON SYSTEM

CHAPTER 2

REPORTI NG CHAI N AND RESPONSI BI LI Tl ES

2001. PURPOSE. The reporting chain applies to the Active and Reserve
Components and acconplishes the followi ng objectives:

1. Provides the nbst accurate infornation available to the CMC on the
performance, character, and potential of every Marine who rates a fitness
report.

2. Evaluates performance, character, and potential of each MRO by those
reporting officials nost directly responsible for the daily activities of the
MRO.

3. Ensures the perspectives of at |least two reporting officials on each
report.

4. Ensures standardi zation of reporting responsibilities throughout the
Mari ne Cor ps.

5. Enforces the policies and procedures established by this Mnual .

2002. GENERAL DESCRI PTION. The reporting chain consists only of the
reporting senior, the reviewing officer, the third officer sighter when
applicable, and the Commandant of the Marine Corps. The MROis not part of
the reporting chain. The reporting chain will not always equate to the
formal chain of command because of operating requirenents and organi zationa
structures. The succeedi ng paragraphs discuss in detail the roles and
responsibilities of each nmenber of the reporting chain.

2003. REPORTI NG SEN CR

1. Definition. The RSis the first comm ssioned or warrant officer (or
civilian GS-9/equival ent or above) in the reporting chain senior to the MO
In unique situations, senior enlisted Marines may serve as RSs with an
approved policy waiver. As the officer/supervisor closest to the MRO, the RS
is directly responsible for the Marine’'s daily taskings and supervision. The
RS is in the best position to observe the Marine's performnce and character
This i mredi ate officer/supervisor relationship applies equally to both
operating and supporting establishnments. Commandi ng officers, officers in
charge, and officers specifically authorized by the RO nay be the RS for
officers of the sane grade (see paragraphs 2004.3 and 2010. 4).

2. Role. The RS nust establish and clearly convey duties and
responsibilities to the MRO (see paragraph 4004) and observe, evaluate, and
accurately report on the Marine' s performance, professional qualities, and
potenti al .
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a. Inherent in this duty is the commtnent of the RS to preserve the
integrity of the PES by having the noral courage to report wth utnost
accuracy. Inflated markings, patronizing comments, and other techniques

designed to "ganme the systen and give the MRO an undeserved advantage over
contenporaries are acts of msplaced loyalty and ultimtely hurt the
institution.

b. Wen a |level of |eadership or supervision exists between the RS and
the MRO (an NCO C, for exanple), the RS nust ensure free comuni cati on of
i nput and feedback anmong all parties.

3. Responsibilities. The RS nust:

a. Provide in-depth observation of the MRO s performance, professiona
qualities, and potential. RS s should pay particular attention to Marines at
remote | ocations and on special assignnents to ensure accurate eval uations of
t hese Mari nes.

b. Establish and fornalize or review section B (Billet Description) at
the outset of each reporting period; determ ne or make necessary adjustments;
and counsel the MRO on his or her duties, responsibilities, and the RS s
expect ati ons.

c. Determne fitness report requirenents for subordi nate Marines and
prepare the reports (see Chapter 3, Submi ssion Requirenents).

d. Reviewthe On Line Performance Eval uati on Record (OLPER) contained in
the Marine Corps Total Force System (MCTFS) at a minimumw thin the first 30
days the MRO is assigned to the RS and on each reporting occasion thereafter
to ensure the accuracy of the reporting period and to identify any fitness
report date gaps. NOTE: The RS will assist the MRO in resolving date gaps
per paragraph 8009.

e. Accurately conmplete sections A through | (appropriate marks and
justifications) and the RS s Certification in section J-1 (see paragraph
4013).

f. Forward fitness reports to the ROin atinely manner in order to
comply with the tinme constraint set forth in this Manual.

g. Although not required by this Manual, the RS should counsel the MRO
at tines other than the occasions of fitness report preparation per MCO
1610.12, U. S. Marine Corps Counseling Program

2004. 1. Definition. The ROis the first conm ssioned or warrant officer
(or civilian GS-10/equi val ent or above) senior in grade to the RS and the
officer directly responsible for the primary taskings, supervision, and

eval uation of the RS. In unique situations, senior enlisted Marines nay serve
as ROs with an approved policy waiver
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2. Role. As the critical link in the reporting chain and the key to the
viability of the PES, RGCs nust provide the experienced | eadership,

supervi sion, and detached point of view necessary to ensure consistent,
accurate, and unbi ased eval uations. Review ng officers ensure adherence to
policy and, as the last officer/supervisor in the normal reporting chain
are responsible for all subordinate performance eval uation activities. The
RO must focus on elimnating inflated marks, and unwarranted and uncl ear
comments. Reviewing officers have two principal nmeans to acconplish this
pur pose:

a. The know edge by all concerned that ROs will closely scrutinize
reports prior to forwarding themto HQMC. Stated in terns of comander’s
intent, ROs will not concur with inflated reports.

b. Formal evaluation of the RS (as an MRO) for fulfillment of his or her
eval uation responsibilities as an RS

3. Responsibilities. The RO nust:

a. Make every reasonable effort to know the professional capabilities of
the Mari nes whose reports they review.

b. Ensure the accuracy and tinely subm ssion of fitness reports and take
corrective action to elimnate inflated and/or late fitness report
subm ssi on

c. Conplete section K, to include narrative conments on the MRO s
potential, and provide seasoned insights to evaluations (see paragraph 4014).

d. Educate subordinates regarding fitness report responsibilities, PES
policies (e.g., inflation control), and proper evaluation nethods. Although
this responsibility neither equates to nor authorizes ROs to order an RS to
nmodi fy a report, ROs will direct RSs to clarify or nmodify reports that do not
adhere to policy, appear to contain inflated marks, insufficient
justifications, or anbiguous and unsupported coments. |In cases where the
RO and RS cannot resolve their disagreenent on the content of a report, the
RO wi || use section Kto note nonconcurrence. NOTE: Wen the RO believes
the report is inflated but the RS will not change the report, the RO nust
nonconcur with the inflated report.

e. Indicate in section K authorization for the RS to conplete a fitness
report on an officer of equival ent grade (see paragraph 2010.4).

f. Assess adverse reports and adjudi cate factual differences between the
RS s evaluation and the MRO s statement, if submitted, and forward adverse
reports to the appropriate officer for third officer sighting (see paragraph
5005). NOTE: Wen di sagreenent exists between an RS and MRO as to whether a
report is adverse, the ROw Il neke the determ nation

g. Ensure conpleted fitness reports arrive at HQMC within 30 days of the
end of the reporting period.
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h. Assume the RS responsibilities upon death, incapacitation, or relief
for cause of an RS. The anplifying gui dance pertaining to these situations
per paragraph 2010.5 appli es.

i. Wthin an operational battalion or squadron reporting chain, ROs wll
submt the conpleted report via the command el enent for screening. The
command elenent will forward the report to the CMC (MVBB-32). Paragraphs
2007 and 2009 anmplify conmand el ement responsibilities.

2005. THI RD OFFI CER SICGHTING  The duties and responsibilities of a third
of ficer sighter involve adverse fitness reports. The third officer sighter
is normally the RS of the RO however, certain exceptions nmay apply. See
par agr aph 5005 for specific instructions.

2006. COMVANDANT OF THE MARI NE CORPS. Chapter 8 describes the HQWVC
functions regardi ng PES managenent. The Deputy Chief of Staff for Manpower
and Reserve Affairs, as the Conmandant’s direct representative, establishes
all policies regarding the PES. The Personnel Managenent Support Branch

Per sonnel Managenent Division, Manpower and Reserve Affairs Department is the
HOMC agency whi ch perfornms those functions necessary to support the reporting
officials and ensure adherence to policy.

2007. COWANDERS. All conmmanders have a responsibility to review reports at
the command | evel for adherence to policy to include inflated narkings,
insufficient justifications or unwarranted comments. Direct involvenent is
especially significant at the operational battalion and squadron level. This
not only helps to maintain the integrity of the PES, it allows conmanders the
opportunity to assess their subordinates’ performance as reporting officials.

2008. SENI OR MARI NE REPRESENTATI VES. The senior Marine representative of a
command, staff, or agency external to the Marine Corps has a responsibility
to provide non-Marine RSs and ROs gui dance and education on the policies of
this Manual. Additionally, the senior Marine representative must review al
fitness reports for adm nistrative correctness (see paragraph 6008. 2).

2009. SENI OR ENLI STED ADVI SORS. Though not in the reporting chain, al
seni or enlisted advisors have the responsibility to assist reporting
officials and commanders in conpleting and processing enlisted fitness
reports per the provisions of this Manual

2010. SPECIAL SITUATIONS. The follow ng anplifying guidance applies to
speci al situations.

1. Adverse Reports. Because of the sensitive nature and inpact of adverse
reports, reporting officials will ensure they handl e these reports per
Chapter 5.
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2. Non-Marine Reporting Oficials. Definitions, roles, and responsibilities
of the RS and RO are applicable to officers of other branches of the arned
services, officers of foreign nations, and civilians in positions of
authority under whomthe MRO may serve. Civilian RS authority starts with
GS- 9/ equi val ent (see paragraphs 2003.1 and 6008).

3. Miltiple and Simultaneous Regular Duty Assignnents. GCccasionally,
operational necessity will require assigning Marines to nore than one primary
duty, with each having its own operational (reporting) chain. Wen
applicable, submt separate reports via each reporting chain. Exanple: MO
is a reginental comander al so serving as canp commander. The regi nenta
comander receives reports fromboth division and base conmandi ng general s.
Anot her exanple: MRO belongs to a non-Marine conmand but as a result of a
letter of instruction (LO) or simlar docunent, has specific Marine Corps
responsibilities to the senior Marine officer present. The latter nay submt
a simultaneous report addressing Marine Corps nmatters only. These are
separate and distinct reports, not concurrent reports. Forward each report
for review through the appropriate reporting chain. NOTE: Begin section |
with the following statement: "Sinultaneous report”. The RS will then

expl ain the circunstances which warranted a simnmultaneous report.

4. Seniority Issues. The follow ng rules apply:

a. The RS will never be junior in grade to the MO

b. In situations where the MROis the sane grade as the RS, elevate the
reporting chain one level to the next senior officer or civilian equival ent
supervisor. NOTE: The only exceptions to this policy are when the RS is the
comandi ng officer or officer in charge, when the RS is frocked to the next
seni or grade but holds the sane pernanent grade, and when the RO authorizes a
staff officer of equivalent grade to the MROto function as the RS by so
i ndi cating the authorization in section K (see paragraph 2004. 3).

c. The sane seniority relationships apply between the RS and the RO
When the RO is the sane grade as the RS, comments in section K nust indicate
the authority source.

5. Reporting Senior’s Death, Incapacitation, or Relief. Wen an RS dies,
beconmes physically or nmentally incapacitated, or is relieved for cause,
process the report as foll ows:

a. The ROw Il conplete a Change of Reporting Senior (CH) report on al
affected Marines and forward the reports for review to the next senior
officer in the reporting chain.

b. This next senior officer will include a nandatory comment in section
K stating the reason for subm ssion. Submt an observed evaluation if anple
opportunity for observation exists.
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c. The former ROw Il continue as the new RS, pending the replacenment of
the original RS. If a permanent replacenent is due for assignnent within 90
days, the former ROw |l delay the CH report until that tinme to avoid
repetitious reporting and duplication of effort.

6. Modifications to the Standard Reporting Chain. The reporting chain
applies throughout the Marine Corps and to all assignnents external to the
Marine Corps. Authorized nodifications to this reporting chain are:

a. Wien dictated by unusual operational or command relationship
situations. Comandi ng generals may nodify the reporting chain (one-tine
basis) to deal with these situations. RGCs will specify the reason in section
K

b. For unique operational situations. Conmanders may request permanent
wai vers to alter the reporting chain fromthe CMC (see paragraph 6002).

c. For MROs assigned to duty external to the Marine Corps (see paragraph
6008) .

d. For unresolved conflicts and | ack of professional objectivity.
Commandi ng generals may nodify the reporting chain (on a case by case basis)
to deal with these situations. Commuands should initiate this action when
conprom sing circunstances occur that nmay prevent the RS from exerci sing
prof essi onal objectivity in a particular situation. Reporting seniors nay
al so elect to request this nodification, when in their opinion, a perception
of a lack of professional objectivity may serve to invalidate a report. The
RO nust explain the change in RS in section K NOTE: Initiate simlar
action if the ROis so conprom sed

2011. MAI NTAI NI NG PERSONAL NOTES. G(Occasionally, a subnitted fitness report
fails to reach HQMC, becones |ost, or destroyed in processing. To aid
resubm ssion of such a report, reporting officials should nmaintain a persona
copy or sufficient personal notes for at least 5 years to ensure that, if
required by circunstance, an accurate reconstruction of the report is
possi bl e. Under no conditions will these personal copies or notes be
provided to others, maintained as a system of organi zational files, or |eft
behi nd upon detachnent.
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CHAPTER 3
SUBM SSI ON REQUI REMENTS

3001. GENERAL. The Marine Corps Performance Eval uati on System provi des a
continuous chain of fitness reports that cunmulatively covers every day a

Mari ne serves in the grade of sergeant through najor general. Subnit fitness
reports only as specifically required by this Manual and only by individuals
in a Marine's proper reporting chain as defined in paragraphs 2003 and 2004.

3002. FITNESS REPCORT SUBM SSI ON SCHEDULE. Subnit fitness reports as the
occasions defined in this chapter occur or per the schedule in Appendix A
whi chever occurs first. NOTE: See paragraph 7004 when conbat or other unique
operational situations preclude the tinely subm ssion of fitness reports.

3003. REPORTI NG OCCASI ONS

1. Reporting occasions are designed to:
a. btain a continuous chain of fitness reports on each Mari ne.
b. Reduce those situations wherein a Marine has two RSs.
c. Provide neaningful reports for every primary billet assignnment held.

2. (ccasions for CGeneral Oficers

a. Cenerals and lieutenant generals will not receive perfornance
eval uati ons.

b. Major generals' reporting occasions are Change of Reporting Senior,
Transfer, and Grade Change.

c. Brigadier generals' reporting occasions are Change of Reporting
Seni or, Transfer, G ade Change, and Annual .

3. Qccasions for G ades Sergeant Through Colonel. Marines in the grades of
sergeant through colonel require fitness reports for any of the follow ng 13
occasi ons:

Qccasi on Code
Grade Change GC
CMC Directed DC
Change of Reporting Senior CH
Transfer TR
Change of Duty CD
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To or From Tenporary Duty TD
From Tenporary Duty FD
End of Service EN
Change in Status CS
Annual (Active Conponent) AN
Annual (Reserve Conponent) AR
Sem annual (lieutenants only) SA
Reserve Trai ni ng RT

NOTE: \When nore that one occasion occurs simultaneously, use the occasion that
appears highest on the list.

3004. DETAI LS FOR REPCRTI NG OCCASI ONS

1. Grade Change (GC). Subnit a GC report when a Marine is pronoted, frocked,
reverted to enlisted grade or reduced.

a. The ending date of the report is the actual day the action occurs, not
the date of rank recorded for pay and |ineal purposes.

b. Submit a report for grade reductions resulting from nonjudicial punishment (NJP)
when the appeal process is conplete.

c. Submit a report for grade reductions resulting fromsumary, special, or
general court-martial action when the Convening Authority (CA) approves the
sentence or when autonatic reduction provisions set forth in the Manual for Courts-
Martial (MCM are effected. NOTE: |If the results of the appeal process subsequently
sets aside or disapproves the grade reduction, see paragraph 6007 for necessary
action.

d. Do not subnmit GC reports for pronotions of reservists in the Standby or
I ndi vi dual Ready Reserve (I RR) except for those nenbers of a Mbilization Training
Unit (MIU).

- e. Itenms le (Gade) and If (DOR) in section A should reflect the grade being
pronoted from not the grade pronoted to.

2. Directed by the Conmandant of the Marine Corps (DC). Submit a DC report
when a significant comendatory or adverse action by the MRO occurs that
requires imedi ate reporting to CMC. Additionally, HQMC will use DC reports for
adm nistrative fillers to renove date gaps froma Marine's records.

a. The report nust cover the period fromthe end date of the MRO s last report to
the day the RS subnits the DC report.

b. The RS must consider the entire eval uation period when preparing the report; not
just the action that caused the report.

C. The RS nust subnmit a DC report for the follow ng specific actions:
(1) When, per the provisions of paragraph 4003.6¢c, a Marine is the subject of

nonj udi ci al puni shnent, is convicted of any offense by a summary, special, or general
court-martial, or is convicted in a civilian crimnal court.
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(2) When a Marine is declared to be in a deserter status (see
par agraph 3010).

(3) Wien renedi al pronption to sergeant occurs (see paragraph 6006).

(4) When a reduction in grade is set aside or disapproved (see
par agraph 6007).

(5) When Mssing in Action or Prisoner of War status occurs (see
par agr aph 6003. 4).

(6) When directed by the CMC

(7) When a Marine is processed for administrative separation for
m sconduct based on a confirmed drug offense, w thout being the subject of
di sciplinary action (see paragraph 3009. 1b).

(8) When a Marine has a second or subsequent al cohol related incident
or occurrence of reportable al cohol abuse that does not result in disciplinary
action and occurs within a 3 year span froma previous al cohol rel ated
i nci dent or occurrence of reportabl e al cohol abuse. NOTE: Report the
i ncident or occurrence as derogatory material (see paragraph 4003. 6b).

>CH 2 (9) Substantiated findings of level three, four, or five donestic

vi ol ence cases as defined in the current edition of MCO P1952.3 and after

af fording the MRO due process a determi nation by the conmandi ng of ficer that
the MRO is cul pabl e.

d. Do not submit a DC report:

(1) To transnit reconmendations to pronotion or selection
boar ds.

(2) To cover a commendatory action nore appropriately covered
by an award or decoration

(3) Inlieu of disciplinary action

e. Begin section | of all DC reports by stating the reason for
submi ssi on.

3. Change of Reporting Senior (CH). Subnit a CH report when the RS changes
(transfer, reassignment, retirenent, etc.) but the MRO remains.

4. Transfer (TR). Submit a TR report when the MRO | eaves the RS for reasons
other than TAD; i.e., transfer, reassignnment, extended depl oynent, etc.

5. Change of Duty (CD). Submt a CD report when the MRO has a significant
change in primary duty under the same RS

6. To Tenporary Duty (TD). The MRO s parent command nust subnit a TD report
when a Marine goes on a tenporary duty assignnment |asting 31 days or |onger
These gui delines also apply for nmenbers of the Sel ected Mari ne Corps Reserve
(SMCR) ordered to Active Duty Special Work (ADSW away fromtheir parent unit
or under a different RS for 31 days or | onger

a. The report nust cover the period fromthe end date of the MRO s | ast
report to the day before the MRO goes to tenporary duty.
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b. The RS at the parent conmand nust submit a retroactive "to TD' report
when a Marine on a tenporary duty assignnent projected to |ast 30 or | ess days
gets extended to 31 days or | onger

c. The MRO s parent command has no additional fitness report subm ssion
requi renment for Marines on tenporary duty for 31 days or |onger

d. If the RS at the parent conmand deens an MRO s tenporary duty
assignment lasting 30 days or less significant, address it in section C and/or
I of the MRO s next report per paragraphs 4005 and 4012.

> CH 2 e. In those cases of Marines having nultiple TAD sites, where each
TADsite requires submnmi ssion of a conpleted report, each TAD site will submt a
"TD' report sending the Marine to the next TAD site with the final TAD site
submtting the required "FD' report returning the Marine to their parent
conmand.

7. From Tenporary Duty (FD). The RS at the command where the MRO is assigned
tenporary duty nust submit an FD report when a Marine terminates a tenporary
dut yassi gnment or a nenber of the SMCR termi nates ADSWorders |asting 31 days
or |onger.

a. The report must cover the period fromthe end date of the MROs TD
report to the day before the MRO departs for his or her parent command.

b. Due to the significance of tenmporary duty assignnents, the RS nust
submt an observed report.

c. Early termnation of tenporary duty originally projected to last 31
days or longer requires subm ssion of an FD report. The RS nust state the
reason for the early termnation in section |. Term nation for cause requires
the appropriate processing and revi ew per Chapter 5.

d. Only submit a not observed report when the early term nation
absol utely prevents neani ngful appraisal and is not a relief for cause.

e. See paragraph 6004 for gui dance on acadeni c duty.
f. Wiile a Marine is in a tenporary duty status (lasting 31 days
or longer) the RS (tenporary duty) nust submit a report on the MRO for the
foll ow ng occasi ons:
(1) G ade Change.
(2) Change of Reporting Senior
(3) Directed by the Commandant of the Marine Corps.
(4) Annual reports (Active and Reserve Conponents). Submt reports
only when this occasion occurs during a period of tenporary duty lasting 6
months or longer. |If this occasion occurs during a period of tenmporary duty
of less than 6 nonths, defer the report and reflect the MRO s performance in

the FD report.
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- 8. End of Service (EN). Subnit an EN report when an Active Component
Mari ne
or Active Reserve Marine ternminates active duty. NOTE: Unless adverse, RSs
may omit the EN report for retirement or transfers to the Fleet Marine Corps
Reserve (FMCR). Do not nmail EN reports to HQMC until MRCs End of Service date.

9. Change in Status (CS). Submit a CS report when

a. A nmenber of the SMCR transfers to the IRR

b. A menber of the IRR or an MIU conpl etes an ADSW assi gnnment |asting 1 day
or |onger.

10. Annual Active Duty (AN). Submit an AN report for all Marines serving on
the Active Duty List (ADL) and who are considered for pronotion by an Active
Conponent board in the grades of sergeant through brigadi er general, excluding
second and first |ieutenants.

a. The report must cover the period fromthe end date of the MRO s | ast
report to the last day of the nonth specified in the subni ssion schedul e at
Appendi x A.

b. The RS may onmit the annual report when the report conmes due under a new
RS within 89 days or less of the establishnent of the RS - MRO rel ationship
(see paragraph 3005).

C. Orit the annual report when

(1) The MROis in a tenporary duty status, other than acadenmic duty, for |ess
than 6 nmonths (see paragraph 3004.7).

(2) The MRO is attending formal acadenic training under pernmanent change of
station (PCS/ TEM NS) orders of less than 12 nonths duration. |In this case
i ncl ude the annual period on the Transfer (TR) report.

(3) Another reporting occasion occurred 60 days or less prior to the due date
of the annual report.

(4) It is known in advance another reporting occasion will occur within 30
days after the ending date for the report. NOTE: The report may not be
omitted in anticipation of disciplinary or adninistrative separation actions,
the sane Reviewing Oficer will be named on the report as would have been
nanmed on the omtted report.

11. Annual Reserve Duty (AR)

a. Submit an AR report for Active Reserve Marines, SMCR nmenbers (includes
| MA Det nenbers), and MIU Marines. NOTE: Reservists who are considered for
pronotion on the ADL will receive AN reports.

b. Orit the AR report under the sane conditions identified in paragraph
3004. 10c.

12. Semi annual Active Duty (SA). Subnmit a SA report for all Active Reserve
extended active duty, and active duty second lieutenants and first
i eutenants.

a. The report nust cover the period fromthe end date of the MRO s | ast

report to the last day of the nonth specified in the subnission schedul e at
Appendi x A.
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b. Orit this report if:

(1) It is the first report by the RS on the MRO, and the period of
observation is 30 days or less. Include with the period in the next report
due.

(2) It is known in advance anot her reporting occasion will occur within 30
days after the ending date for the report. NOTE: The report may not be onitted
in anticipation of disciplinary or adninistrative separation actions, and the
same Reviewing Oficer will be naned on the report as woul d have been naned on
the omtted report.

13. Reserve Training (RT)

a. For SMCR and IRR reservists only, subnit a report upon conpletion of
annual training and anytime a reservist conpletes active duty for a period of
12- 30 days.

b. Reporting seniors may onmit the RT report for reservists performng
Reserve training if they wite the MRO s annual reserve report. Wen this
occurs, the RS nust include observations of the MRO s performance during
annual Reserve training in the next reporting occasion. Section | directed
comments apply (see paragraph 4012.4).

C. Subnmit an RT report for reservist serving a period of active duty for
12-30 days, or under a different RS. The RS under whomthe MRO served the
temporary active duty nust subnmt the report.

3005. M NI MUM OBSERVATI ON REQUI REMENTS

1. M ni mum Observation Tine. Reporting seniors nmust subnmit observed
reports

for all reporting occasions covering periods of 90 days or |onger except the
fol | owi ng:

a. Reporting seniors nust subnmt observed reports for periods covering 31
days or |onger for:

(1) Semi annual (SA) reports.

(2) From Tenmporary Duty (FD) reports. NOTE: See paragraph 6004.4 for periods
of academic and training duty |asting between 31 and 89 days.

(3) Change in Status (CS) reports.

b. Reporting seniors nust submt observed reports for periods covering 12-
30 days for Reserve Training (RT) reports.

2. Peri ods of Nonavai lability. Periods of 30 or nore consecutive days when
either the MRO or the RS was not physically present to performhis or her
duties at the reporting command or organization constitute nonavailability and
do not count when determ ning m ninum observation tinme for subm ssion of an
observed report. NOTE: RSs must identify periods of nonavailability in section
| (see paragraph 4012.4b(2)).

3. Exception to Policy. For periods of 89 days or |less, RSs may subnit an
observed report if in their judgnment, they possess sufficient observation and:
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a. The basis of the observation results from neani ngful personal contact
with the MRO

b. The information provided to the CMC is significant and provides a
fair assessment of the MRO

4. Reporting seniors nust justify subnission of an observed report when the
duration of the reporting period does not meet mi ni num observation requirenment
prescribed for subm ssion of an observed report per the provisions of

par agraph 3005.1, at the beginning of section | (see paragraph 4012.4b(l)).

3006. NOT OBSERVED REPORTS

1. Reporting Oficials should take all possible action to reduce "not
observed" fitness reports. "Not observed" reports dimnish the anount of
useful information in a Marine's performance record, take valuable tine to
prepare and process, and provide only continuity to a Marine's record (see
par agraph 4003. 5b) .

2. Submit "not observed" reports for the follow ng situations:

a. Wen the RS has insufficient observation of the MRO and the reporting
peri od does not neet the mninum observation requirenent prescribed for
subm ssi on of an observed report per the provisions of paragraph 3005.

b. Upon termination of the MRO fromtenporary duty (FD), or drop/
di senroll ment froma formal school or course in 30 days or |less. Wen this
situation occurs the RS nmust fully explain the reason in section |I. See
par agraph 6004 for academ c duty.

3. Reporting seniors nust conplete section B "Billet Description” on all "not
observed" reports.

4. "Not observed" reports can be rendered adverse; if the report is adverse,
t he provisions of Chapter 5 apply.

5. Only pages 1 and 5 of "not observed" reports will be conpleted and
submitted for processing.

a 6. Mark block 7c, (Recomrended For Pronotion), (N A for "not observed"
reports.

3007. EXTENDED REPCRTS

1. Extended reports are intended for use when an MRO s performance has not
changed since the subm ssion of the last AN, AR, or SA report and anot her
reporting occasion cones due within 89 days or less. NOIE: RSs cannot extend
any other report.

2. The extended report nust reflect the current reporting occasion
3. Do not extend adverse or "not observed" AN, AR, and SA reports.
4, Justify the subm ssion of the extended report in section |
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5. Only pages 1 and 5 of extended reports will be conpleted and subnmitted
for processing.

3008. WHEN FI TNESS REPORTS ARE NOT ALLOWED. Do not submit fitness reports
for:

1. A Marine serving as president, nmenber, or recorder of a selection board.
2. A Marine serving as a nenber of a court-nartial. In the preparation of a
fitness report, RSs must not consider or evaluate the MRO s performance of
duty

as a menber of a court-martial. (see Article 37 of the Uniform Code of
Mlitary

justice).

3. Musi ci ans of the Marine Band, MOS 9811

4. The death of the MRO

5. The Sergeant Maj or of the Marine Corps.

3009. DRUG AND ALCOHOL REPORTI NG REQUI REMENTS

1. Drug Ofense. A drug of fense occurs when the comrander confirms, by a
preponderance of the evidence, that MRO wongfully used, possessed,

manuf actured, distributed, inported, exported or introduced a controlled
substance in violation of Article 112a, UCMJ. NOTE: Drug-related incidents

al so include "huffing"”; and intentional ingestion or inhalation of a chem ca
conpound with the intent to induce intoxication or stupefaction of the centra
nervous system A chenical conpound is any chemi cal substance that nodifies
human physi ol ogi cal behavi or or functions.

a. Report confirned drug of fenses and results of subsequent disciplinary
action, per the provisions of paragraph 4003.6¢c via DC report.

b. If the MRO s commander processes himor her for admnistrative
separation for msconduct w thout disciplinary action, report the incident as
derogatory nmaterial per the provisions of paragraph 4003.6b via DC report.

2. Al cohol Rel ated | ssues

a. Al cohol Related Incidents. An alcohol-related incident occurs when the
conmander confirms, by a preponderance of the evidence, that the willful

i ngestion of alcohol contributed to an event in which the MRO commtted a
violation of the UCMJ or a conparable civilian of fense.

(1) If the alcohol-related incident results in disciplinary action, report the
i nci dent and subsequent disciplinary action per the provisions of paragraph
4003. 6¢c via DC report.

(2) If the MRO s commander |awfully di sposes of the substantiated crimna
al l egations resulting froman al cohol-related incident, through neans other
than NJP, courts-martial, or adnministrative separation, and it is:
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- (a) The MRO s first alcohol-related incident, report the incident as
derogatory material per the provisions of paragraph 4003. 6b when the MRO s
next reporting occasion cones due. |If the incident, however, is a conviction
under the UCMJ or civilian court, a DC report is required per paragraph
3004. 2c(1).

(b) A second or subsequent al cohol-related incident for the MRO, occurring
within 3 year span froma previous al cohol-related incident or occurrence of
reportabl e al cohol abuse, report the incident as derogatory nmaterial via a DC
report.

(c) A second or subsequent al cohol-related incident for the MRO occurring
over 3 years after a previous alcohol-related incident or occurrence of
reportabl e al cohol abuse, report the incident as derogatory material per the
provi si ons of paragraph 4003. 6b when the MRO s next reporting occasion cones
due.

b. Alcohol Abuse. Al cohol abuse is defined as the ingestion of an
excessi ve anmount of al cohol

(1) Reporting Seniors should only report or comment on occurrences of al coho
abuse that affect performance of mlitary duties or inmpugn the MRO s character
and reputation.

(2) Report all first tinme reportable occurrences of al cohol abuse when the
MRO s next reporting occasion conmes due per the provisions of paragraph
4012. 4b(4).

(3) Report all second and subsequent occurrences of reportable al cohol abuse
occurring within a 3 year span froma previ ous occurrence of reportable

al cohol abuse or al cohol-related incident via a DC report per the provisions
of paragraph 4012. 4b(4).

(4) Report all second and subsequent occurrences of reportabl e al cohol abuse
occurring over 3 years after a previous occurrence of reportabl e al cohol abuse
or al cohol -rel ated incident when the MRO s next reporting occasi on cones due
per the provisions of paragraph 4012.4b(4).

C. Al cohol Rehabi litation. Unless the MRO s use of or dependence on
al cohol has affected his or her performance, RSs should not coment on a
Mari ne's dependence on al cohol or voluntary participation in the Al coho
Rehabi litati on Program

d. Al cohol Rehabilitation Failure. Reporting Seniors must report Level |
or IIl treatnent failures per paragraph 1211 of MCO P5300. 12, Marine Corps
Subst ance Abuse Program

(1) Report the failure as derogatory material per the provisions of paragraph
4003. 6b, unless it resulted in disciplinary action when the MRO s next
reporting occasion comes due.

(2) Report failures that result in disciplinary action per the provisions of
par agr aph 4003.6¢c via a DC report.
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3010. FI TNESS REPORTS FOR MARINES | N AN UNAUTHORI ZED ABSENCE (UA) OR DESERTER
STATUS. Special administrative procedures apply when a Marine is in a UA or
deserter status. Conplete reports according to the circumstances rel ated

bel ow

1. When a Marine is in a UA status on the occasion for a fitness report
subm ssion, do not subnit a report until such tine as the Marine is declared a
deserter or returns from UA

a. If a Marine is declared a deserter, the MROs RS at the tine the Marine is
decl ared a deserter, must submt a DC report per the provisions of paragraph
3004. 2.

(1) Ensure the report covers the period fromthe end date of the MRO s
| ast report to the day the MROis declared a deserter. Exanple: A Marine goes
UA on 1 June and is declared adeserter on 1 July; the end date for the DC
report will terminate 1 July.

(2) Submit the report without the MRO s signature in item2 of section J
(see paragraph 4013.4d). NOTE: Upon return, the MRO can request a copy
of his or her report fromthe CMC (MVBB-30) and upon receipt, subnit a
rebuttal per the provisions of Chapter 5.

(3) If the RS transfers prior to the MRO being declared a deserter, see
par agraph 3010. 4.

b. If a Marine returns from UA prior to being declared a deserter

(1) Del ay submitting any report due until any pending disciplinary action
occurs. Report the period of UA and subsequent disciplinary action per the
provi si ons of paragraph 4003. 6¢.

(2) Make the end date of the report the day the findings of a special or
general court-martial are announced, or the day the Convening Authority action
on a sunmary court-martial is conpleted, or, in the case of NJP, upon a
finding of guilt unless the MRO decides to appeal the findings. If the MRO
appeal s the findings of an NJP, the provisions of paragraph 4003.6c(4) apply.

2. VWen a Marine is in a UA status, but no fitness report occasion is due,
the RS nust:

a. Wait until declaration of the Marine as a deserter

b. Upon decl aration of the MRO as a deserter, the RS nust subnmit a DC
report per the provisions of paragraph 3010. la.

3. VWhen a Marine has returned froma deserter status:

a. Del ay submitting any report due until any pending disciplinary action

occurs. Report the disciplinary action per the provisions of paragraph
4003. 6¢.

b. Reflect the period of tinme lost (while in a deserter status) in
section |.
3-12
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c. In the event the disciplinary action finds the Marine not guilty, or
di sm sses all charges, and the MRO received a DC fitness report (upon
declaration as a deserter) that included the period when another reporting
occasi on canme due (per paragraph 3010.1), the RS who wote the DC report nust:

(1) Request the CMC (MVBB-30) correct the MRO s record by renoving
the DC report.

(2) Submit a new report for the period and occasion that was
superseded by the DC report.

d. In the event the disciplinary action finds the Marine not guilty, or
di sm sses all charges, and the MRO received a DC fitness report (upon
declaration as a deserter) that covered a period during which no other
reporting occasion was due, the RS who wote the DC report nust:

(1) Request the CMC (MVBB-30) correct the MRO s record by renoving
the DC report.

(2) Cover the period included in the DC report when the MRO s next
reporting occasion comes due.

4. If the RS transfers while a Marine is in a UA status but prior to the MRO
bei ng decl ared a deserter, the RS nust:

a. Submt a CHreport with the term nation date of the report being the
day the RS transfers.

b. Reflect the period of UA in section | as tinme |ost.

c. Subnmit the report without the MRO s signature in item2 of section J
(see paragraph 4013.4d). NOTE: Upon return, the MRO can request a copy of
his or her report fromthe CMC (MVBB-30) and upon receipt, submit a rebuttal
per the provisions of Chapter 5.

3-13
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CHAPTER 4

FI TNESS REPORT PREPARATI ON

4001. GENERAL ADM NI STRATI VE | NSTRUCTI ONS

1. The design of the fitness report formfacilitates the
docunent ati on of essential and critical information in a sinple and direct
manner. NOTE: Paragraph 4002 specifically applies to preparation of
general officer reports and 4017 to col onel reports.

2. Sensitivity and Privacy of Fitness Report Information. Reporting

of ficials nmust establish and enforce procedures that ensure all personne
treat conpleted fitness reports as privileged information and that only
personnel requiring know edge of the reports, viewthem This will nornally
i ncl ude:

a. The menbers of the reporting chain.

b. The menmber or his or her designated representative (e.g.
executive officer and sergeant maj or or senior enlisted advisor in the case
of enlisted reports).

c. Those adm nistrative personnel involved in the processing of reports.

3. Preparati on of the Fitness Report

a. Organi zations having custody of a Marine's service record book (SRB)
or officer qualification record (OQR) are responsible for providi ng assi stance
to reporting officials in the preparation of that Marine's fitness reports.

b. Sit e Conmmander s/ | nspector-Instructors within Mari ne Forces Reserve and
Reserve Support Units will assist in the preparation of fitness reports for
i ndi vidual s of the Marine Corps Reserve assigned to the Individual Mbilization
Augnentee (I MA) program |IRR, or MIU as applicable when adninistrative
assistance is not avail able or distances prevent operational sponsors from
provi di ng support.

c. The followi ng clerical guidelines apply when preparing the fitness
report:

(1) Section A. Conplete by conputer or typewiter using Courier New
size 12 font. Type entries within the allotted spaces using uppercase letters.
Use the Marine Corps Total Force System (MCTFS) for section A information as
applicable. NOTE: RSs should initiate action to resolve any di screpancies
identified in MCTFS while preparing section A of a fitness report.

(2) Section B. Conplete by conputer or typewiter using Courier New
size 10 or 12 font. Paragraph 4004 addresses content and style specifics.

(3) Section C. Conplete by conputer or typewriter using Courier New
size 10 or 12 font. Paragraph 4005 addresses content and style specifics.

4-3
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(4) Sections Dthrough H Conplete by marking an "X" in the appropri-
ate bl ocks. Use black ink. Conplete justification coments by conputer or
typewriter using Courier New size 10 or 12 font. Paragraphs 4006 and 4011
address content and style specifics.

(5) Section |I. Conplete by conputer or typewriter using Courier New
size 10 or 12 font. Paragraph 4012 addresses content and style specifics.

(6) Section J. Sign and date as appropriate. Conplete item2 (as
required) by marking an "X" in the appropriate block. Use black ink (see para-
graph 4013).

(7) Section K. Conplete by marking an "X" in the appropriate bl ocks.
Conplete item4 by computer or typewiter using Courier New size 10 or 12
font. Paragraph 4014 addresses content and style specifics. Sign and date as
appropriate. Use black ink

(8) Page Header Data. Conplete itenms 1 and 2 of the page header data
on pages 2 through 5 of the fitness report by conputer or typewiter using Cou-
rier New size 12 font.

(9) Addendum Page

(a) Conplete section A, itenms 1 and 2 by conputer or typewiter
using Courier New size 12 font. Type entries within the allotted spaces using
uppercase letters. Conplete item3 by marking an “X” in the appropriate bl ock

(b) Compl ete section B by conputer or typewiter using Courier New
size 10 or 12 font. Paragraph 4015 addresses content and style specifics.

(c) Complete section C, items 1-4 and section D, itens 1-5 by com
puter or typewriter using Courier New size 12 font. Type entries within the
all otted spaces using uppercase letters. Sign and date as appropriate (see
par agraph 4015).

d. Autonmted Preparation of Reports. Refer to Appendix F for infornation
and detailed instructions concerning the el ectronic preparation and subm ssi on
of fitness reports. Reporting officials should naxinize this capability. El ec-
tronic preparation and subm ssion of reports significantly assists reporting
officials to wite and submt adnministratively correct and tinely reports.

4. Corrections to the Fitness Report

a. For section A errors, as appropriate:

(1) Use correction tape provided it does not cover the field
separ at or s.

(2) Use the corrector lift-off capability of the typewiter.

(3) DO NOT ERASE.

Q+
N
N



PERFORMANCE EVALUATI ON SYSTEM 4003
b. For sections B through | and K text errors, as appropriate:

(1) Reporting officials can nake reasonabl e pen changes, provided the
RS or RO and MRO (for adverse reports) both initial them

(2) In addition, reporting officials may use correction tape or a
typewiter with corrector lift-off capability. However, do not use these
procedures with adverse reports.

c. Do not erase or nake corrections to the markings in sections D
through Hor itens 1, 2, and 3 of section K

d. Do not erase or correct signatures in sections J and K

5. Attached Pages. Wen attaching pages to the fitness report form the RO
or third officer sighting (as applicable) will indicate in section L addendum
pages are attached. NOTE: Addendum pages (paragraph 4015) and uni que
performance eval uation fornms from non-Mari ne commands or institutions
(paragraph 6008) are the only docunents authorized for attachnment. No pages
or forms will be stapled to the fitness report form

4002. | NSTRUCTI ONS FOR COVPLETI NG GENERAL OFFI CER REPORTS

1. Submt typed perfornmance eval uations for general officers using standard
naval letter format.

2. Reviewing officers may attach a typed endorsenent or provide handwitten
comments on the evaluation letter

3. Submit a conpleted section A (itens 1,2,3,10, and 11 only) of the fitness
report with the letter.

4., The CMCis the reviewing officer on fitness reports witten on genera
of ficers assigned to Headquarters Marine Corps.

CH 2 5. The Commandant will endorse all other general officer reports.
Forward all other general officer reports (when the ROis other than the
CMC), to the Commandant for endorsenment. NOTE: Forward conpleted reports
to the Director, Marine Corps Staff in an envel ope narked "Fitness Report:
CMC Eyes Only."

4003. | NSTRUCTI ONS FOR COVPLETI NG SECTI ON A

1. Item1l (Marine Reported On). Conplete as follows:

a. Itemla, (Last Nane). Enter the MRO s |ast nanme and suffix; e.g.
JR, if appropriate.

b. Itemlb, (First Nane). Enter the MRO s first nane.

c. ltemlc, (M). Enter the MROs nmiddle initial (w thout a period).
If no mddle initial, |leave this item bl ank

4-5
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d. Iteml1ld, (SSN). Enter the MRO s social security nunber (SSN),
expressed as 9 digits WTHOUT spaces or hyphenation. This nunber is the nobst
critical administrative itemof information entered on the form An incorrect
or mssing social security number will preclude or delay the entry of the
report into the Marine s records.

e. Itemle, (Gade). Enter the MRO s grade using the appropriate grade
abbrevi ati on:

Enlisted Oficer
SGT 1STSGT WO 2NDLT LTCOL
SSGT MGYSGT o2 1STLT COL
GYSGT SGTVAJ (@18¢] CAPT BGEN
MSGT o8] MAJ MAJGEN
Wb

f. ltem1f, (DOR). Enter the MROs date of rank for the grade listed in
item le. The entry nust be an 8-digit format as follows: First 4 digits are
the year; the next 2 digits represent the nonth; and the last 2 digits
represent the day. For exanple, enter 10 Novermber 1999 as 19991110; enter 9
February 2000 as 20000209. NOTE: Enter "FROCKED' for frocked Marines.

g. Itemlg, (PMOS). Enter the 4-digit code representing the MRO s
primary mlitary occupational specialty (PMOS).

h. Item1lh, (BILMOS). Enter the 4-digit code representing the mlitary
occupational specialty specified for the billet and identified in the
organi zation’s table of organization (T/O. |If there is no duty MOS for the
billet or if the MROis a student, then enter "N A".

i. Exanple. Vhen properly conpleted, item1 should resenble the
fol | owi ng:

1. Marine Reported on:

a. Last Nane b. First Name c¢. MI d. SSN e. Gade f. DOR g. PMOS h. BILMOS

| JACKSON | ROBERT | E | 123456789 | GYSGT | 19931201 2537 | 2537 |
I | | | I I I I I

2. Item2 (Organization). Conplete as follows:

a. Iltem?2a, (MCQ. For Active Conponent and AR Marines, enter the
3-character code that identifies the MRO s assigned nonitored comand; e.g.,
"121" indicates the 1st Marine Division. MO P1080.20, MCTFSCODESMAN |ists
current MCC codes. For SMCR and | MA nenbers use appropriate mobilization MCC
for I RR nenbers under Reserve Counterpart Training (RCT) or reservists
perform ng active duty special work (ADSW orders, use the MCC of the unit at
whi ch they perforned the duty. For Mbilization Training Unit (MIU) nenbers
use "MIU'. NOTE: For those Marines joined to a reporting unit for
adm ni strative purposes, item2a nust reflect HQMC assi gned MCCs and not
the administrative unit’s MCCs.

b. Item2b, (RUCQ). Enter the 5-character numeric code that identifies
the specific comrmand or unit to which a Marine is assigned for duty; e.g.,
"11221" indicates 2nd Battalion, 7th Marines.

4-6
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MCO P1080. 20 contains the listing for all RUCs. For reservists serving on
active duty away fromtheir parent comrand, other than annual training, enter
the RUC of the unit at which they performthe duty. Enter MIU designation in
this space for nmenbers of an MIU, e.g.,"DCl"

c. ltem2c, (Unit Description). Enter the nanme of the Marine s parent
organi zation. Wen the report is on a Marine in a TAD status, identify the
command to which the MRO is attached for TAD purposes. Avoid |loca
abbrevi ati ons and acronyns in descriptive titles; use only standard
abbreviations identified in the MCTFSCODESMAN and t he Indivi dual Records
Admi ni strati on Manual (1 RAM.

d. Exanple. When properly conpleted, item 2 should resenble the
fol | owi ng:

2. Ogani zation:

a. McC b. RUC c. Unit Description

| 121 | 11221 | H&S CO 2ND BN 7TH MAR

| I I |
3. Item3, (Qccasion and Period Covered). Conplete as follows:

a. Iltem3a, (OCC). Enter the two-letter code from paragraph 3003. 3 t hat
identifies the appropriate reporting occasion for the report.

b. Item3b, (FronmiTo). Enter the 8-digit (YYYYMVDD) beginning (from
and ending (to) dates of the reporting period.

(1) Reporting seniors nust ensure:

(a) The beginning date is the first day after the ending date of
the last submtted report (check the Online Performance Eval uati on Record
(OLPER)) .

(b) The beginning date of the reporting period for Marines who
recei ve pronotions, comm ssioning, frockings, and reductions is the day after
they are actually pronoted, conm ssioned, frocked, or reduced.

(2) Reporting seniors should identify periods of nonavailability in
excess of 30 consecutive days in section | (see paragraph 3005. 2).

c. ltem3c, (Type). Enter the 1l-letter code that identifies the type of
duty being reported as foll ows:

(1) Duty Codes

"A" for academ c and training duty (see paragraph 6004)
"N' for normal peacetine reporting

"C' for conbat (see paragraph 4012.4a(2))

"J" for joint duty

"B" for both combat and joint (see paragraph 4012.4a(2))
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(2) Use code "A" for students only.

(3) Use a 2-letter code to denote classified duties resulting in the
submi ssion of a classified report (see paragraph 4016) by adding a "C' in
front of the duty code.

d. Exanples. Vhen properly conpleted, item3 should resenble the
fol |l ow ng:

(1) Joint type duty:

3. Qccasion and Period Covered:
a. OCC b. From To c. Type

[ AN | 19980507 | 19990630 | J |
I I | | |

(2) dassified Joint type duty:

3. Cccasion and Period Covered:
a. OCC b. From To c. Type

[ AN | 19980507 | 19990630 |CJ |
I I | | |

4. ltem4 (Duty Assignnent (descriptive title)). Enter the abbreviated
description of the duty assignnent and the command | evel to which the MROis
assi gned.

a. Reporting Seniors may use clearly recognizabl e abbreviations fromthe
| RAM

b. Use the title that nost clearly describes the primary duty and
responsibilities of the MRG, it need not be the T/Obillet title (e.g., T/O
lists the MRO as a squadron pilot and the |ine number indicates assistant
operations officer).

c. Use "COWANDI NG OFFI CER' or "MEMBER' as the descriptive title for MU
Marines as appropriate.

d. Exanple. Vhen properly conpleted, item4 should resenble the
fol | owi ng:

4. Duty Assignnent (descriptive title):

| RADIO CHI EF |

5. Item5, (Special Case). Conplete as follows:

a. ltemb5a, (Adverse). Indicates that the contents of the report
constitute an adverse evaluation of the MRO  Wen appropriate, mark the
block with an "X". Refer to Chapter 5 for additional guidance. NOTE: |f
the RO renders the report adverse, ensure the block is marked with an "X".

b. Item5b, (Not Observed). Indicates the report is "not observed" per
the provisions of paragraph 3006. Wen appropriate, nmark the block with an
"X'. NOTE: If marked, the RS will not conplete sections "C' through "H'.

4-8
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c. ltem5c, (Extended). Indicates the report is "extended" per the provisions
of paragraph 3007. \Wen appropriate, mark the block with an "X". Reporting
Seni ors cannot extend adverse reports.

6. Item6a, (Marine Subject of:). Conplete as follows:

a. ltem6a, (Commendatory Material)

(1) Mark the block with an "X* if the MRO was the subject of any
of the follow ng:

(a) Presentation of the personal military decoration as
defined in SECNAVI NST 1650.1, Navy and Marine Corps Awards Manual. NOTE: Do
not mark this block for award reconmendati ons. The RS can address the award
recommendations in section | as appropriate.

(b) Presentation of a Certificate of Conmendation, Meritorious
Mast, or Letter of Appreciation when certificate addresses the Marine by nane,
as defined in MCO 1650.19. Administrative and |Issue Procedures For
Decorati ons, Medals, and Awards.

(c) Presentation of an aviation safety award.

(d) Presentation of a certificate of schol arship achi evenent
presented upon graduation froma formal course of instruction (not to be
confused with a course conpletion certificate).

(e) Presentation of mscellaneous comendatory correspondence
recogni zi ng the Marine by nane for individual achi evenment (humanitarian
effort, public service, community involvenent, etc).

(2) The RS nmust comment on the nature of the comendatory materi al
in section I.

(3) Do not subnmit award citations or other commendatory
documentation with the fitness report.

- (a) Per the provisions of MCO 1650.19, forward awards to the
CMC (MWH) as appropriate. Once authenticated, MWA will forward a copy of the
award to MVBB-20 for inclusion in the Marine's OWF.

(b) Commandi ng officers should forward copies of other
conmendat ory docunentation authorized for inclusion in the OWF to the CMC
(MVBB- 20) under a separate cover letter.

b. Item6b, (Derogatory Mterial)

(1) As appropriate, mark the block with an "X" if the MRO was
t he subj ect of derogatory material or incident reports received by the RS from
outside the reporting chain or fromw thin the reporting chain above the RO
I evel during the reporting period. Exanples include but are not linmted to:

aQ+
©
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(a) Reports of convictions by civil courts not addressed in
par agraph 4003.6¢c (ltem 6¢c, (Disciplinary Action). NOTE  Exclude m nor
traffic violations.

(b) Notification of revocation of the MRO s driving privileges.
Revocation of driving privileges indicates a consistent pattern of vehicul ar
i nfractions and/or contenpt for authority and refl ects adversely on the Marine
and the Marine Corps.

(c) Letters fromthe conmmandi ng officers at other installations
banning the MRO fromtheir club facilities.

(d) Letters of substantiated indebtedness.

(e) Substantiated findings of level three, four, or five donestic
vi ol ence cases as defined in current edition MCO P1952. 3, and after affording
t he MRO due process a determ nation by the commanding officer that the MRO is
cul pabl e.

(2) The RS nmust comment on the nature of the derogatory material or
i ncident in section |

(3) Do not attach the derogatory material to the fitness report.

(4) Forward derogatory nmaterial authorized for filing per MCO
P1070. 12, | RAM under separate cover letter to the CMC (MVSB-20) for inclusion
in the appropriate portion of the Marine's OWF.

- (5) Reporting Seniors nmust exercise extreme care to ensure that the
derogatory material is an incontrovertible matter of fact or is a matter
acknow edged to be true by the MRO

(6) Mark item6b if the MRO received an adninistrative letter of
censure by the Secretary of the Navy.

(7) Mark the block with an "X'" when the MRO s commander |awfully
di sposes of substantiated criminal allegations through nmeans other than NP,
courts, or administrative separation. Reporting seniors should use this
provision judiciously, noting that its intent is to capture the overal
performance of the MRO

(a) The MCM 1995, R C M 306, allows a conmander to take
adnmini strative action in the formof counseling, admonition, reprimand,
exhortation, disapproval, criticism censure, reproach, rebuke, extra mlitary
instruction, or the administrative w thholding of privileges, or any
conbi nati on of the above.

(b) If the RS is convinced that the MRO conmitted an of f ense
(i.e., the incident has a strong, credible, factual basis); and the comuander
di sposed of the incident through one of the adm nistrative actions descri bed,
then the RS may record the m sconduct in section |, provided:

1 The fitness report systemis not being used in lieu of
di sciplinary action to nmake a factually weak or difficult case stick
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N

The MRO has an opportunity to respond; and

(e8]

The m sconduct is relevant to MRO s overall performance as a
Mar i ne.

c. ltem6ec, (Disciplinary Action). Report all disciplinary action via a
DC report per the provisions of paragraph 3004.2c(1). Mrk the block with an
"X' when the MRO is the subject of disciplinary action or when the appellate
process froma previous reporting period conpletes adjudication and the
results are reportable as discussed bel ow.

(1) Disciplinary action is defined as nonjudicial punishment (NJP),
court-martial conviction, or civil crimnal conviction

(2) "Civil crimnal conviction" includes:

(a) Any conviction of an intoxicated driving offense (see
par agr aph 3009. 2)

(b) Any conviction of another offense if:

1 A punitive discharge woul d be authorized for the same or
closely related offense under the Manual for Courts-Martial; or

2 The maxi num i nposabl e sentence coul d include confi nenent
for 6 nonths or nore.

(c) Acourt finding, for offenses described in paragraph
4003.6¢(2)(b), consistent with a plea of "no contest".

(d) It is immterial whether as a result thereof, probation is
i nposed; a sentence is executed; execution of a sentence is deferred, del ayed,
or suspended; or, by local law, custom or procedure, charges are dism ssed or
expunged fromcivil courts’ records after paynent of fine, conpletion of a
termin jail or penitentiary, or conpletion of a period of probation. These
actions do not change the character of the initial m sconduct.

(3) If charges are dism ssed or there is an acquittal, do not
reference the matter in the fitness report.

(4) Report NJP upon a finding of guilt unless the MRO appeal s the
findi ngs.

(a) If the MRO appeal s the findings, the RS should del ay
submtting the DC report until resolution of the appeal

(b) If a CHor TR report comes due prior to resolution of the
appeal, the RS should submt the CH or TR report without reference to the NJP.
NOTE: Reporting officials and commanders nust ensure continuity of reporting
by informing the MRO s new RS of the disposition of any pendi ng appeal

(c) If any other reporting occasion cones due prior to resolution
of the appeal, the RS should forego subm ssion of that report and reference
the occasion in section | of the pending DC report.
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(5) Report findings of guilt fromsunmary courts-martial upon
conpl etion of the Convening Authority action

(a) If a CHor TR report comes due prior to conpletion of the
Convening Authority action, the RS should submt the CH or TR report w thout
reference to the sunmary court-martial. NOTE: Reporting officials and
comanders nmust ensure continuity of reporting by infornming the MROs new RS
of the results of the Convening Authority’s action

(b) If any other reporting occasion cones due prior to conpletion
of the Convening Authority’s action, the RS should forego subm ssion of that
report and reference the occasion in section | of the pending DC report.

(6) Report special or general courts-martial resulting in a finding of
guilt during the reporting period in which the announcenent of the findings of
the court occurs.

(7) Report civilian convictions resulting in a finding of guilt during
the reporting period in which the announcenent of the findings of the court
occurs.

(8) The RS nmust commrent on the nature of the disciplinary action in
section |

(9) Do not attach materials relating to the disciplinary action to the
fitness report.

(10) Forward materials relating to the disciplinary action under
separate cover letter to the CMC (JAM for officers; MVSB-10 for enlisted) for
approval for inclusion in the Marine' s OVPF.

(11) Do not reference a nonpunitive letter of censure (adnonition or
reprimand) in any part of the fitness report.

(12) Delay reporting the results of pending civil and/or crimna
action for reservists transferred to the IRR until resolution of the pending
action. Report the results as supplenental information provided the MROis
found guilty in whole or in part.

(a) Report the findings using an addendum page per paragraph
4015.

(b) The RS nmust refer the addendum page to the MRO for sighting
and the opportunity to submt a statenent per Chapter 5.

7. ltem7, (Recommended For Pronotion). Pronotion reflects recognition of
consi stent conpetitive performance over a career. The burden for that

consi stency belongs with the MRO. Item7 permts the RS to recomend the MRO
for pronption based on his or her exhibited performance during the reporting
period and the RS s assessnent of that performance and the Marine’s potenti al

a. Mark block 7a (Yes) if the RS reconmmends the MRO for pronotion with
contenporaries. Marking block 7a indicates the RS considers the MRO
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pronot abl e when eligible for consideration for selection for pronotion. Also
mar k when report is identifed in item5 section A as "extended"

b. Mark block 7b (No) if RS does not reconmend the MRO for pronotion
with contenporaries. Wen narking this block, the RS nust:

(1) Enter one of the followi ng statenents in section |

(a) "I reconmend that the MRO not be pronpted with
cont enporaries.”

(b) "I reconmmend that the MRO not be pronoted at anytine.”
(2) Provide justification with additional conments in section |
NOTE: RSs will not justify a mark of "no" solely on an existing nedica
probl em since that decision rests with conpetent nedical authorities.
c. Mark block 7c, (NA) if:

(1) The reporting occasion for the report is a grade change (GC).

(2) The MROis a chief warrant officer 5, sergeant major, or naster
gunnery sergeant.

>CH 2 (3) Item5b (Not Coserved) is narked in section A

d. Accelerated Pronption. Do not mark any block if the RS recomrends
the MRO for pronotion ahead of contenporaries (accel erated pronotion).

(1) Reporting Seniors should reserve an accel erated pronotion
recommendation strictly for the Marine who is "the one above"” and who is
em nently capable of inmediately assum ng the responsibilities of the next
hi gher grade. NOTE: Per the provisions of paragraph 4100.1c of MCO
P1400. 32B, Enlisted Pronotion Manual, accel erated pronotion recomendati ons
are only authorized for enlisted Marines in the grades of Sgt or SSgt.

(2) Reporting Senior. The RS Must:

(a) Enter the following statenment at the concl usion of the
Directed Comments in section I: "I reconmend that the MRO be considered for
pronoti on ahead of contenporaries.”

(b) Attach a separate addendum page to the fitness report per
par agraph 4015. Provide supporting rationale for the recormmendation. This is
a separate and distinct procedure fromthe narratives which report performance
in sections Cand | and any justifications for sections D- H

(3) Reviewing Oficer. The RO nust namke a specific concurring or
nonconcurring coment in section K concerning the reconmendation for
accel erated pronotion. Nonconcurrence is not considered adverse. NOTE: |If
the RO s knowl edge and observation of the MROis insufficient, the RO should
comment on this fact in section K, stating that he or she can neither concur
or nonconcur with the reconmendati on for accel erated pronotion
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8. I1tem8, (Special Information). Conplete as follows:

a. Item8a, (QUAL). Enter the two letter code fromthe list bel ow that
reflects the MROs rifle qualification status and pistol qualification status
in the block. Enter the rifle qualification code as the first letter and the
pi stol qualification code as the second letter

Rifl e/ Pistol Codes

D - (distinguished) N - (not required)

E - (expert) U - (unqualified)

S - (sharpshooter) X - (required did not fire)
M - (mar ksman)

(1) Marksmanship data will reflect the MROs results per MO 3574. 2
Mar ksmanshi p Qualification/Requalification Training with the ML6A2 Service
Rifle and MP Service Pistol, that occurred during the reporting period and
were officially recorded in MCTFS.

(2) Use the code "D' for a Marine who is exenpt from qualifying
because he or she is a distinguished shooter

(3) Use codes "E", "S", or "M as appropriate to reflect the MRO s
qualification/requalification classification

(4) Use code "N' if:

(a) The MROis not required to requalify or the requirenent is
wai ved per the Exceptions to Qualifications (Rifle and Pistol) of MCO 3574. 2.

(b) The MRO was required to qualify but the event was not
schedul ed during the reporting period. NOTE: Code "N' has no adverse
connot ati ons.

(c) The MRO qualified, requalified, or failed to qualify during
the current annual qualification period, but the event occurred during a
previ ous reporting period.

(5) Use code "U' for a Marine who fails to qualify/requalify. NOTE
Code "U' has adverse inplications if the RS deens the MRO s failure to qualify
resulted froma lack of effort or negligence on the part of the MRO per
current edition of MCO 3574.2 (Qualification Reporting Requirenents).

(6) Use code "X" if the MROwas required to, but did not fire during
the annual qualification/requalification period. NOTE: Code "X' has adverse
implications if the RS deens the MRO did not fire because of a | ack of due
diligence on the part of the Marine. 1In this context, |ack of due diligence
reflects the MROfailing to get scheduled on a firing detail or ignoring a
schedul ed range assi gnnent (see Chapter 5).
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(7) The RS nust provide an anplifying conment in section | when
marking item8a with codes "U' or "X

(8) If the MROfailed to qualify or requalify during an annua
mar ksmanshi p qualification/requalification training period within the
reporting period, but that failure is not the |atest qualification/
requalification reflected in the MCTFS, the RS nmust comment in section | on
the prior failure if he or she deens the MRO s failure to qualify resulted
froma lack of effort or negligence on the part of the Marine.

(9) If the MROwas required to, but did not fire during an annua
mar ksmanshi p qualification/requalification training period within the
reporting period, but that failure to neet the training requirenment is not the
| atest qualification or requalification reflected in the MCTFS, the RS nust
comment in section | if he or she deenms the MRO did not fire because of a |ack
of due diligence on the part of the Marine.

b. Item8b, (PFT). Enter the 4-letter/digit code fromthe |ist bel ow
that reflects the MRO s physical fitness test (PFT) score status.

PFET_Code
A - (passed the Ist class, 3 digit score)
B - (passed the 2nd class, 3 digit score)
C - (passed the 3rd class, 3 digit score)
F - (failed, 3 digit score)
RDNT - (required did not take)
NVED - (not nedically qualified)
PART - (pass partial PFT)
NREQ - (not required)

(1) PFT data will reflect the MROs results per MCO 6100. 3f
Physi cal Fitness, which occurred during the reporting period and was
officially recorded in MCTFS

(2) Report renedial PFT scores in section | as appropriate.

(3) Use codes "A", "B", and "C'" together with the three digit
score as appropriate to report the MRO s passing PFT result.

(4) Use code "F" together with the three digit score to report the
MRO s failure of the PFT. This code indicates the MROs failure to neet a
Marine Corps standard and makes the report adverse (see Chapter 5).

(5) Use code "RDNT" if the MRO was required to, but did not take
the PFT. NOTE: Code "RNDT" has adverse inplications if the RS deens the MRO
did not take the PFT because of a lack of due diligence on the part of the
Marine. The RS nust provide an anplifying coment in section | when using this
code.

(6) Use code "NVMED' if the MROis unable to take or pass the PFT
because of a physical (nedical) condition. NOTE: The RS nust provide an
anplifying comment in section |
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(7) Use code "PART" if the MRO took and passed a partial PFT.
NOTE: The RS nust provide an anplifying conment in section |I. Include the
events conpleted and the MRO s score in the anplifying conment.

(8) Use the code "NREQ' if:

(a) The MRO was required to take the PFT but the event was
not schedul ed during the reporting period.

(b) The MRO passed or failed a schedul ed PFT during the
current sem -annual physical fitness testing period, but the event occurred
during a previous reporting period. NOTE: Code "NREQ' has no adverse
connot at i ons.

(9) If the MROfailed a schedul ed PFT during the reporting period,
but the PFT is not the last result entered into MCTFS during the reporting
period, the RS nust comment on the prior failure in section |I. NOTE Failure
of a schedul ed PFT constitutes adversity (see Chapter 5).

(10) If the MROis preghant and has a waiver for the PFT use code
"NVED'; if the MRO took a schedul ed PFT during the reporting period, report
the result using the appropriate PFT code.

c. Iltem8c, (Status). Use this itemonly for gunnery sergeants.

(1) Enter "F'" if the MRO s pronotion preference is first sergeant
or "M is the preference is naster sergeant.

- (2) Leave this itemblank for all other grades, and on "CC'
reports.

(3) The RS must comment in section |, recommendi ng what grade the
gunnery sergeant is best qualified to fill. NOTE: No section | conment is

required for "not observed" reports.

(4) Reporting Seniors nmust ensure the accuracy of the MRO s
preference entered in the bl ock; once HQVC processes the report they will not
correct this item

d. Item8d, (HT (in.)). Enter the MRO s accurate height in inches.

e. ltem8e, (W)

(1) Enter the MRO s accurate weight in pounds.

(2) If the MRO s wei ght exceeds the maxi mrum al | owabl e standard,
enter the MRO s body fat percentage in item 8f (Body Fat).

(3) If the MROis pregnant, onit the weight and enter the four
letter code "PREG'.

f. Iltem 8f, (Body Fat)

(1) Enter the MRO s body fat percentage as a 1 or 2 digit nunber
if the MRO s wei ght exceeds the standard. Exanple: Enter 9 for an MRO whose
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body fat percentage is 9 percent, or 21 for an MRO whose body fat percentage
is 21 percent.

(2) Leave this itemblank if the MROs weight is wthin maximm
al | owabl e standards or the MRO is pregnant.

(3) If the body fat percentage reported is 19 percent or higher for
mal e MROs, the report is adverse unless section | reflects that an
appropriately credential ed health care provider diagnosed the individual’s
condition to be the result of an underlying or associ ated di sease process.

(4) If the body fat percentage reported is 27 percent or higher for
female MROs, the report is adverse unless section | reflects:

(a) The MROis within the 6 nonth postpartumrecovery period and a
nmedi cal officer has not declared the MRO fit for full duty foll ow ng delivery.

(b) An appropriately credential ed health care provi der di aghosed
the individual’s condition to be the result of an underlying or associated
di sease process.

(5 If the MRO s body fat percentage is within the acceptabl e standard
of 18 or 26 percent or less for a nale or fenmale respectively, but the MRO s
mlitary appearance is not acceptable, the RS nust coment on this fact in
section | (see Chapter 5).

g. Iltem8g, (Reserve Conponent). Use this itemfor Reserve Conponent
Marines only. The RS nust enter the abbreviation SMCR, IMA, IRR MU, or AR
reflecting the Reserve Conponent to which the Marine bel onged during the
reporting period.

h. Item8h, (Future Use). Leave bl ank

i. Iltem®8i, (Future Use). Leave bl ank

9. ltem9 (Duty Preference). Conplete as follows:

a. Item9a, (Code). Enter the three-character code indicating the MRO s
first, second, and third duty preference.

(1) Use the geographic duty preferences codes and nonitored comand
codes (not school codes) in MCO P1080. 20.

(2) Indicate three duty preferences for Marines in the AR Program
(3) Leave item9a blank for SMCR or I RR Marines.
b. Item9b, (Descriptive Title). Enter the English titles for the duty
preferences indicated in item9a. Leave item9b blank for SMCR or IRR

Mari nes.

c. Reporting Seniors should corment as deened appropriate in section |
concerning the MRO s duty preferences.
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10. Item 10 (Reporting Senior). Conplete as follows:

a. Item 10a, (Last Nane). Enter the RS s |ast nane.

b. Item10b, (Init). Enter the RS s first and mddle initials.

c. Item10c, (Service). Enter the abbreviation fromthe |ist bel ow that
represents the RS s service affiliation.

Servi ce Abbreviations

U S. Mrine Corps - USMC Arny National Guard - ANG

US Arny - USA Air Force National Guard - AFNG

U S. Air Force - USAF Cvilian - AV

U S. Navy - USN Foreign Mlitary Service - FMS

U S. Coast Guard - USCG

d. Item10d, (SSN). Enter the RS s nine-digit social security numnber
Wi t hout spaces or hyphenation. Leave blank if foreign military.

e. Item 10e, (G ade)

(1) Enter the abbreviation fromthe |Iist bel ow that

RS's mlitary grade.

represents t

Oficers (USMC, USA, USAF)

VWO - Warrant O ficer WA - Chief Warrant O ficer 4
CW2 - Chief Warrant O ficer 2 CWNXB - Chief Warrant O ficer 5
CWB - Chief Warrant O ficer 3
2NDLT - Second Li eut enant CCL - Col onel
1STLT - First Lieutenant BGEN - Brigadi er General
CAPT - Captain MAJGEN - Maj or Ceneral
MAJ - Mj or LTGEN - Lieutenant Ceneral
LTCOL - Lieutenant Col onel GEN - Ceneral
Oficers (USN, USCG
Use abbrevi ati ons noted above for warrant officers
ENS - Ensign CAPT - Captain
LTJG - Lieutenant Junior G ade RDM. - Rear Admral Lower Half
LT - Lieutenant RDMJ - Rear Admiral Upper Half
LCDR - Lieutenant Commander VADM - Vice Admral
CDR - Conmmander ADM - Admral
(2) If the RSis a civilian, enter the appropriate grade w thout
usi ng

a dash (i.e.

(3)

mlitary grade.
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f. 1ltem 10f, (Duty Assignnent). Enter the RS s duty assignment. Wen
properly conmpleted item 10 should resenbl e the foll owi ng exanpl es:

(1) An RS who is a Marine officer and the conmandi ng of ficer of the

MRO.

10. Reporting Senior:

a. Last Name b. Init c. Service d. SSN e. Gade f. Duty Assignment

| SM TH | RL | usmC | 345588930 | LTCOL | COMMANDI NG OFFI CER |

(2) An RS who is an air force officer and the Aviation Odnance Staff
O ficer at Headquarters, United States Atlantic Command.

10. Reporting Senior:
a. Last Name b. Init c. Service d. SSN e. Gade f. Duty Assignnent

| WH TE [LC | USAF | 456789012 | CAPT | AVN ORD OFFI CER |
| I I I | | |

(3) An RS who is a civilian head of a staff section at HQWC.

10. Reporting Senior:
a. Last Nane b. Init c. Service d. SSN e. Gade f. Duty Assignnent

| JOHNSON | BK [CV | 789012345 | GS13 | SECTI ON HEAD |
| I I I | | |

11. Item 11 (Reviewing Oficer). Conplete as follows:

a. Item11la, (Last Nane). Enter the RO s |ast nane.

b. Item1lb, (Init). Enter the ROs first and mddle initials.

c. Iltemllc, (Service). Enter the abbreviation fromthe list for item
10c that represents the RS s service affiliation.

d. Item1ld, (SSN). Enter the ROs 9-digit social security number
wi t hout spaces or hyphenation. Leave this itemblank if the ROis a foreign
mlitary officer.

e. ltemlle, (G ade)

(1) If the ROis a nenber of the U S. military, enter the
abbrevi ati on
fromthe list for item 10e that represents the ROs mlitary grade.

(2) If the ROis a civilian, enter the appropriate grade wi thout
usi ng
a dash (i.e. GS15 vice GS-15).

(3) If the ROis a foreign mlitary officer, use the equivalent U S
mlitary grade abbreviation fromthe list for item 10e.

f. ltem11f, (Duty Assignnent). Enter the RO s duty assignment.

g. Wen properly conpleted item 11 should resenble the exanples for item
10 above.
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4004. | NSTRUCTI ONS FOR COWPLETI NG SECTI ON B (BI LLET DESCRI PTI ON)

1. Purpose. This section of the fitness report provides the reporting senior
an opportunity to describe the scope of duties which formthe basis for

eval uating the MRO during the reporting period. This description puts the
"flesh to the bone" of item4, Duty Assignnment (descriptive title) in section
A. The billet description should not restate the contents of MCO P1200.7, MOS
Manual ; it should highlight for the reader of the report the nature of the
billet and the MRO s significant responsibilities as they relate to the
acconpl i shmrent of his or her unit’s or organization’s m ssion during the
reporting period.

2. Process

a. Gven the report’s space limtations, the MRO s bhillet description
must focus on the essential elenents of his or her billet in specific and
conci se ternmns.

b. At a mninumthe RS should describe those duties and responsibilities
considered nost inmportant; it should frame the RS s expectation of the MRO
It nmust focus on acceptabl e standards vice goal s.

c. Wthin 15 days of establishing the reporting rel ationship between the
RS and the MRO, the RS and MROwi Il neet to establish and formalize the MRO s
billet description. The MRO Wrksheet (Appendix D) provides a viable vehicle
for this process.

d. This does not nean that a billet description devel oped at the start
of the reporting period is inflexible. Wat appears in section B nust, by
necessity, be a guideline, subject to adjustnent, addition, and del eti on based
upon the dynami c nature of any single reporting period.

e. Section Bwll not necessarily remain the sanme fromone reporting
period to the next.

f. Section Bis not a contract between RS and MRO, but a genera
under st andi ng between the two of the basic duties inherent to the billet.

g. Reporting Seniors nust conplete section B for all reports except
ext ended reports.

3. Structure and Content

a. Reporting Seniors nust restrict section B cormments to the space
provi ded; no additional coments or addendum pages are authori zed.

(1) Make entries using bulletized text format.
(2) Precede each entry by a distinctive mark; e.g., a circle or dash.

b. Entries will highlight the MRO s significant prinmary, additional, and
speci al duties assigned by the RS
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(1) Limts on space require the RS to determ ne those areas deened
nmost inportant for that reporting period.

(2) Billet descriptions for Marine aviators should include
aeronautical related duties as appropriate.

(3) See paragraph 4016 for mandatory section B coment for classified
reports.

c. Wen preparing this section

(1) Onit superlative adjectives, needless statistics, and inprecise
phrasi ng.

(2) Make conments objective so as to not create any unintended
val uation of the particular billet.

(3) Nornmal capitalization rules apply. Do not use UPPERCASE
underlining, "quotation marks," boldface, italics, and punctuation (#! &%...)
i n exclamati on.

d. Limt abbreviations and acronyns to those w dely understood and
included in the service glossary of acronyns and terns. |If in doubt, spell
it out.

e. As appropriate, use specific performance standards in section B
Performance standards are part and parcel of the discussions between RS and
MRO. Such specifics are elenents of the personal counseling programthat the
RS conducts within the unit, form ng the basis for a continui ng program of
direction, discussion, guidance, and correction. Select the nost significant
standards, do not try to list themall

f. See Appendix E for exanples of conpleted section Bs.
4. Modifications to the Billet Description. An MRO s billet descriptionis

not an inflexible, unchanging el enment of the performance report and shoul d
never be viewed as final.

a. It is an integral, fundanental link to an effective performance
eval uation systemand will receive the greatest attention at the begi nning of
an eval uation period when the MROis newto a billet, and at the end of a
mar ked peri od when the RS and MRO revi ew and update the billet description as
appropri ate.

b. During the course of the reporting period, the RS can change or
nmodi fy the billet description. The conpleted billet description should
reflect significant duties and responsibilities perfornmed by the MRO over the
course of the reporting period.

c. To ensure understanding, the RS nust (as soon as practical) discuss
any changes in the billet description with the MRO. The duties and
responsibilities |list serves to guide the MRO RS, and RO in the focus and
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direction of the performance eval uation, and shall not tie the hands of the
RS in creating a professionally objective report of the MRO s performance

5. Reviewing Oficer Responsibilities. Section Bis the first area where
unwar r ant ed advocacy can enter into the fitness report. Wthin the context
of reviewing this section, RGCs nust:

a. Ensure comments are objective and do not convey any unintended
val uation of the particular billet. Avoid community jargon and those terns
not famliar to the average Marine. NOTE: Paying close attention to words
and phrasing is critical to avoid indications of relative nmerit or val ue
attendant to specific duties and responsibilities.

b. Ensure the RS excludes words and/or phrases that divert attention
froma precise description of the significant duties assigned to the MO

4005. | NSTRUCTI ONS FOR COWPLETI NG SECTI ON C (BI LLET ACCOWPLI SHVENTS)

1. Purpose. Wiile section B concentrates on the MRO s assigned duties, the
focus in section Cis on what the MRO acconplished (the MRO s results and
achi evenents). Section C nust:

a. Highlight the MRO s acconplishnents that the RS considers nost
significant for the reporting period.

b. Complenment the information contained in the preceding section by
provi di ng an accurate account of exactly what the Marine acconplished in the
billet.

c. Be objective rather than qualitative in nature.

d. List only the results and achi evenents thensel ves and avoi d al
reference to personal qualities or potential inpact of the MRO s
contributions. NOTE: The RS will assess how well the Marine perfornmed
assigned duties in sections D through G

2. Process. Wien MRGs submit their section A data to their RS they shoul d
al so submt a list of billet acconplishnments. The MRO Wbrksheet (Appendi x D)
provi des a viable vehicle for this process. Additionally, the RS may find
counseling notes and unit input helpful in conpiling a list of the Marine's
acconpl i shmrents for the reporting period.

a. Conpleting section Crequires the RS to prioritize the Marine's
acconpl i shmrents and contributions for the reporting period. The RS records
this prioritized list in section C of the report, following the instructions
listed in paragraph 4005. 3

b. Itens in section C nust relate directly to assigned duties even
t hough these responsibilities may not appear in Section B. NOTE: Do not
reference the MRO s participation as a nenber of a selection board or
court-martial .
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3. Structure and Content

a. Reporting Seniors nust restrict section C cormments to the space
provi ded; no additional coments or addendum pages are authori zed.

(1) Make entries using bulletized text format.
(2) Precede each entry by a distinctive mark; e.g., a circle or dash.

(3) Limt acconplishnents to the space provided in section C
Prioritize and reduce the list of acconplishnents in order to fit within the
allotted space. See Appendix E for exanples of conpleted section Cs.

(4) Do not address awards and conmendatory reports either received or
forwarded during the reporting period in section C

(5) Do not include any reference to adverse material or disciplinary
action.

(6) The RS shoul d address conmendatory and adverse itens in
"JUSTI FI CATI ON' comrents for sections D through Hor in section I.

b. Use section Cto explain the results of the MRO s execution of his
or her billet responsibilities during the reporting period.

c. Wien preparing this section

(1) Onit superlative adjectives, needless statistics, and inprecise
phrasi ng.

(2) Make conments objective, avoid creating any unintended val uation
of the particular billet.

(3) Nornmal capitalization rules apply. Do not use UPPERCASE
underlining, "quotation marks," boldface, italics, and punctuation (#! &%...)
i n exclamation.

d. Entries in Section C should be short and direct, using words and
phrases commonly understood by nost Marines. The RS should conplete section
Cwith the reader in mnd, avoiding the use of acronyns and terns specific to
one comunity or MOS. If in doubt, spell it out.

4. Reviewing Oficer Responsibilities. Wthin the context of review ng
this section, ROs nust:

a. Ensure the entries describe the results of what the MRO did; not how
well he or she did it.

b. Ensure the entries are free of superlatives which anplify a Marine's
acconpl i shmrents and distort section C, changing it from an objective account
of results to a subjective assessnent of perfornance.

c. Ensure the RS excludes words and/or phrases that divert attention
froma precise description of the duties assigned to the MO
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d. Scrutinize entries for objectivity and accuracy. Reviewing Oficers
must return reports to the RS that contain section Centries not inline with
t he gui dance provided for conpletion of that section

4006. | NSTRUCTI ONS FOR COWPLETI NG SECTIONS D, E, F, AND G
1. Ceneral. The fitness report describes the "whole Marine" both on and off
duty. This picture goes beyond the MRO s assigned duties (section B) and
what the Marine acconplished (section C); it also records the nmanner in which
the Marine discharged those duties and responsibilities. Sections D, E, F,
and G conprise 13 attributes that give the RS a broad cross section of areas
to evaluate the MRO that the Marine Corps deens npst inportant.
a. The report divides the 13 attributes into four sections:

(1) M SSI ON ACCOWVPLI SHVENT

(2) | NDI VI DUAL CHARACTER

(3) LEADERSHI P.

(4) | NTELLECT AND W SDOM

b. Collectively, these attributes provide a clear picture of the Marine's
denonstrated capacities, abilities, and character

2. Performance Anchored Rating Scales (PARSs). Sections D, E, F, and G
i nclude a PARS for each of the 13 attributes that formthe heart of the
fitness report.

a. Performance anchored rating scal es:

(1) Provide conplete descriptors for each evaluated attribute. For
each attribute, the PARSs reflect:

(a) The definition of the attribute.

(b) Descriptions of |levels of denpnstrated perfornance related to
the attribute.

(c) A marking gradient.

(2) Reduce the requirenent for witten coments; provide objectivity
and consi stency; and center on Marine Corps expectations.

(3) Evaluate the MRO against definitive degrees of perfornmance.

b. Markings of "A" to "H' correspond to three scaled descriptions to
stimulate the RS s cognitive reasoning in making the appropriate selection

c. The scales run fromleft to right; each is distinctly separate from
t he ot hers.
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3. Marking Philosophy. The RS nust carefully evaluate the Marine in each
attribute to fairly judge the perfornmance and character of the individual

a. For each attribute, the RS nust give consideration to the
i ndi vidual s grade, experience within grade, and accunul ated experience as a
Mar i ne.

b. There is no place for "wel cone aboard” reports or other techniques
t hat skew perfornmance records.

c. Fitness reports docunent performance during a defined period for a
specific set of duties and responsibilities.

d. Al Mrines grow personally and professionally, but each does so
within the bounds of personal ability. The Mrine, by individual performance
over the course of a career, develops a record on his or her own nerits.

e. Few Marines can excel in all aspects of their duties. An RS may, for
exanpl e, have a Marine who is an exceptional |eader, but average in witing
skills or know edge. A Marine who displayed decisiveness in one billet, my
di splay hesitancy in another. Only accurate evaluations of each case in the
context of time and circunstance will provide the CMC a cl ear picture of an
i ndi vi dual

f. A Marine for whoman RS can find no deficiencies in a given area is
not, by definition or default, a Marine deserving an "F' or "G' marking; the
MRO may wel|l be a solid, conmendable "B" or "C

g. The purpose of Sections D, E, F, and Gis not to find fault, nor is
it to puff-up conpetent individuals, but to objectively evaluate Marines on
their own merits.

h. Reporting seniors nust not unjustifiably inflate perfornmance. The
CMC (MVBB-30) will scrutinize RS s grading histories (see paragraph 8012 and
Appendi x N) and return nonconpliant reports.

4. Marking Procedures. The RS nust:

a. Review the descriptors in each PARS thoroughly.

b. Determne the position on the scale that best reflects the
performance or behavior of the MRO during the eval uation period.

c. ldentify the position on the scale by nmarking the appropriate bl ock
with an "X" using the conmputer, black ink or black marking pen.

5. Mandatory Justifications. Al "A" "F, " or "G marks require witten
justification in the block provided bel ow each section. Do not justify "B,"
n C' n n D’ " " E’ " or " Hl rrar kS_
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a. Discussion

(1) Unacceptable Performance. An "A" in any of the attributes
constitutes an unsatisfactory nmarking and renders the entire report adverse
(see paragraphs 4003. 5a and 5001. 3).

(a) A single event or action may be significant enough to support
an unsatisfactory marking.

(b) The RS nust specifically address the unacceptabl e performance
or deficiency and the conditions under which it occurred in the
"JUSTI FI CATI ON' space provi ded.

(2) Distinguished (Exceptional) Performance. The scal ed neasures "F"
and "G' describe exceptional, sustained performance throughout the reporting
peri od.

(a) Rarely should isolated incidents, of thenselves, nerit a
mar ki ng in either of these bl ocks.

(b) Marines marked under "G' should reflect a truly extraordi nary
| evel of perfornmance rarely observed... the few, truly extraordinary Marines
observed during the course of one’'s career. This mark denmands significant
justification to support such a determ nation

b. Adm nistration

(1) Complete justifications by conputer or typewiter per the
i nstructions in paragraph 4001. Nornal capitalization rules apply. Do not
use UPPERCASE, underlining, "quotation marks," boldface, italics, and
punctuation (#'&#®...) in exclamation

(2) Reporting Seniors nust:

(a) Limt the justification for an "F' or "G' marking for a
specific attribute to the space provided.

(b) Use an addendum page when additional space is needed for
justifying an "A" marking.

(c) Use an addendum page when nore than one attribute in a
section requires justification for an "A", "F' or "G mark. The RS rnust
limt the justification in size to a space equivalent to that provided on
the fitness report for justification

(3) Support justification for superior markings with concrete
exanples that reflect a consistent denonstration of the subject trait or
characteristic over the course of the reporting period.

(a) Remarks should not restate the category description and
shoul d be conci se, without exaggeration or excessive superlatives.

(b) A onetine acconplishnent, unless of such noteworthy character
as to be appropriate, does not justify an "F" or "G narking.
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(4) Justifications must withstand three tests; they nust be:
(a) Verifiable.
(b) Substantive.
(c) Quantifiable (where possible).
(5) In the case of an adverse narking, the justification nust clearly
describe the nature and conditions of the observed poor performance with

appropriate clarity and breadth to support the nmark

6. Not Cbserved (NO. Use block "H'" for "Not Observed" markings.

a. Reporting Seniors should mark block "H' for those instances when the
peri od of observation precludes an accurate assessnent.

b. Markings of NN O should be the exception

4007. SECTION D - M SSI ON ACCOVPL| SHVENT

1. Cenera

a. Reporting officials should begin every performance eval uati on by
aski ng themsel ves these fundanental questions:

(1) On the basis of the duties |I assigned over the course of this
reporting period, how well did the MRO perfornf

(2) How efficient was the MROin using the resources at his or her
di sposal ?

(3) How would | assess this Marine's level of proficiency in the
skills needed for this particular billet?

b. 1In section D, M SSI ON ACCOWLI SHVENT, the RS provides the CMC answers
to the above questions.

(1) These assessnents give an overall picture of an eval uated
Marine's ability and success getting the job done during the reporting
peri od.

(2) M ssion Acconplishnment addresses both the ends (results) and the
means (how the MRO achi eved those results). The two evaluated attributes are
each distinct, separate conponents of M ssion Acconplishnment. Taken together
they provide a bal anced overall picture of the Marine. Section D contains
two attributes:

(a) PERFORMANCE
(b) PRCFI ClI ENCY.
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2. PERFORMANCE

a. Definition. "Results achieved during the reporting period. How well
those duties inherent to a Marine’'s billet, plus all additional duties,
formally and informally assigned, were carried out. Reflects a Marine’'s
aptitude, conpetence, and conmtnent to the unit’s success above persona
reward. Indicators are tinme and resource nanagenent, task prioritization
and tenacity to achieve positive ends consistently."”

b. Scal ed Measurenents

(1) "B" marking - "Meets requirenents of billet and additiona
duties. Aptitude, comm tment, conpetence neet expectations. Results
mai ntain status quo."

(2) "D'" marking - "Consistently produces quality results while
measurably inproving unit performance. Habitually makes effective use of
time and resources; inproves billet procedures and products. Positive inpact
extends beyond billet expectations.”

(3) "F'" marking - "Results far surpass expectations. Recognizes and
exploits new resources; creates opportunities. Emulated; sought after as
expert with influence beyond unit. Inpact significant; innovative approaches

to probl enms produce significant gains in quality and efficiency.”
c. Discussion

(1) Performance is a conparison of results versus expectations.
Every | eader has the responsibility to clearly identify expected standards
of performance when assigning tasks. The RS nust:

(a) Ensure that the Marine understands those standards.

(b) Use performance standards as a gauge in nmeasuring results.
Wher eas sone subordinates fall short of our expectations, others consistently
nmeet or even surpass what we expect of them

(2) Wth PERFORMANCE, the RS nmekes an overall assessnent of the
Marine' s | evel of acconplishnents during the reporting period. This
eval uation takes into account what the Marine had to work with (budget,
personnel, material) in acconplishing the tasks assigned and how efficiently
and econonically the MRO enpl oyed his or her avail abl e resources.

(3) In addition, answers to the followi ng questions will help
deternmine the appropriate Perfornmance nark:

(a) How effective was the MRO i n managi ng tine?

(b) How thorough was the MRO in ensuring the job was done right
every tinme?

(4) What kind of inpact did the MRO s personal performnce have
within and outside the unit?
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3. PRCFI Cl ENCY

a. Definition. "Denobnstrates technical know edge and practical skill in
the execution of the Marine's overall duties. Conbines training, education
and experience. Translates skills into actions which contribute to
acconplishing tasks and m ssions. Inparts know edge to others. G ade
dependent . "

b. Scal ed Measurenents

(1) "B" marking - "Conpetent. Possesses the requisite range of
skills and knowl edge comensurate with grade and experience. Understands and
articulates basic functions related to m ssion acconplishnent."”

(2) "D' marking - "Denponstrates nastery of all required skills.
Expertise, education and experience consistently enhance m ssion
acconplishment. Innovative troubl eshooter and problem solver. Effectively

imparts skills to subordinates.”

(3) "F'" marking - "True expert in field. Know edge and skills inmpact
far beyond those of peers. Transl ates broad-based educati on and experience
into forward thinking, innovative actions. Makes imeasurable inmpact on
m ssi on acconplishrment. Peerless teacher, selflessly inparts expertise to
subordi nates, peers, and seniors."”

c. Discussion

(1) Proficiency is skill level. Sonme skills, such as witing ability
and time nanagenent, are common to many different types of billets. Oher
skills relate specifically to particular billets and billet MXSs. The MOS
manual identifies specific grade-dependent skill levels that the CMC expects
Marines to maintain. NOTE: Use this attribute to assess the aeronautica
ability and aircraft specific tactical proficiency of Marine aviators as
appropri ate.

(a) Leaders can neasure these skills in a fairly objective
manner. Directives do not formally define all job related skills; for those
not defined, the RS nmust rely on his or her own technical expertise and
knowl edge of the billet requirenments to determne a Marine's proficiency.

(b) When eval uating proficiency, the RS nust consider all the
skills relevant to the Marine’s billet and assess the MRO s skill |evel based
on observed performance.

(c) The RS has the obligation to provide the MROthe tools to
avoid failure; i.e., proper direction, necessary perfornmance counseling, and
the resources to get the job done.

(2) Though closely rel ated, PERFORMANCE and PROFI Cl ENCY each warrant
i ndependent eval uation. A Marine under an RS s charge may be perform ng
satisfactorily in his or her daily duties, but Iacks individual skills.
Fel l ow Mari nes nmay be carrying the extra | oad, covering for a weakness in
i ndi vidual proficiency in order not to hurt the section or platoon
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Conversely, one of the RS s Marines nay not have net his or her expectations
for performance, even though they clearly have the necessary skills for the
job. This Marine, for whatever reason, |acks the notivation to fully apply
i ndi vidual talents and get the job done right.

(3) Exanple. SSgt Smith is an enlisted recruiter at Recruiting
Substation (RSS) Norfolk, Virginia. This is his first tour on recruiting
duty, and he’'s been on the job for about 8 nonths, since conpleting recruiter
school. As the Commanding Oficer, Recruiting Station (RS) Ri chnond, you are
SSgt Smith's reporting senior and his annual fitness report is due.

(a) You neasure the success of your recruiters primarily on two
key indicators: production and basic training conpletion rate. Snmith’s
"production"--his ability to nmeet his assigned recruiting goal s--has
general |y been satisfactory, although he fell bel ow production goals 2 nonths
during this reporting period. Snith’s basic training conpletion rate--how
well his recruits fare at Parris Island--is anong the | owest in your command.

(b) You dispatched a training teamfrom your headquarters about
hal fway through this reporting period to help Smith identify and correct
probl em areas affecting his production. Two nonths ago you personally
visited Smth at his office, went along on a honme interviewwith a potentia
applicant, and spoke at length with his SNCO C about Smith’s perfornance
Fromall that you have heard and can observe, Smith handl es hinself well when
conducting interviews, and seens better organized than a good many of your
nore experienced recruiters. Overall, however, he can’'t seemto neet the
obj ectives you ve laid out for him

(4) Explanation. In the situation above, while SSgt Smith’s
performance was clearly not up to par with your expectations, his
proficiency--his skill level--remained high. Your markings in the first
attri bute (PERFORMANCE) shoul d not influence your markings under PROFI Cl ENCY
SSgt Smith rates a fairly high marking in this particular attribute--his
dermonstrated mastery of those skills required to performhis duties would
likely warrant a marking of "C' or "D

(a) Proficiency or skill level is observable. Marines
denmonstrate their proficiency on the job, and we can neasure their expertise
by watching themin action

(b) Performance, on the other hand, focuses on the results

achi eved. 1n assessing perfornance we consider only the outcone, rather than
t he neans of achieving those results.

4008. SECTION E - | NDI VI DUAL CHARACTER

1. Cenera

a. This section focuses on neasurable traits of the MRO s individua
character and contains three attri butes:
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(1) COURAGE.
(2) EFFECTI VENESS UNDER STRESS.
(3) | NITIATIVE.

b. These attributes distinguish the Marine as an individual and are of
the greatest interest to the Marine Corps. | ND VIDUAL CHARACTER conpl etes
the picture of a "whole Marine."

c. Sections D, F, and G neasure qualities that focus on getting the job
done. The | NDI VI DUAL CHARACTER section neasures distinctive nental
physi cal, noral, and behavioral qualities that each Marine needs.

2. COURAGE

a. Definition. "Mral and physical strength to overcone danger, fear
difficulty or anxiety. Personal acceptance of responsibility and
accountability, placing conscience over conpeting interests regardl ess of
consequences. Conscious, overriding decision to risk bodily harmor death to
acconplish the mssion or save others. The will to persevere despite
uncertainty."”

b. Scal ed Measurenents

(1) "B" marking - "Denobnstrates inner strength and acceptance of
responsibility conmensurate with scope of duties and experience. WIling to
face nmoral or physical challenges in pursuit of mssion acconplishnent.”

(2) "D'" marking - "Guided by conscience in all actions. Proven
ability to overcome danger, fear, difficulty or anxiety. Exhibits bravery in
the face of adversity and uncertainty. Not deterred by norally difficult
situations or hazardous responsibilities.”

(3) "F'" marking - "Uncommon bravery and capacity to overcomne
obstacles and inspire others in the face of noral dilemma or |ife-threatening
danger. Denonstrated under the nbst adverse conditions. Selfless. Al ways
pl aces consci ence over conpeting interests regardl ess of physical or personal
consequences. "

c. Discussion. COURAGE has two conponents: noral and physical. Too
of ten, courage connotes only physical bravery, especially to junior Mrines.

(1) Reporting officials should consider noral courage of equa
i nportance to physical bravery. |In peacetinme, a Marine has nore
opportunities to display noral courage than physical courage, and has a duty
to do so.

(2) Physical courage is possible in specific instances, such as on
the battlefield or in energencies.

(3) Tests involving noral courage occur in wartinme, peacetine, and in
everyday life. Exanples include but are not limted to:
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(a) Delivering bad news to a cormmander or disagreeing with a
seni or.

(b) Addressing a mlitary appearance/weight problemw th a close
subor di nat e.

(c) Counseling subordi nates honestly.

(d) Assigning Marines to required life threatening nissions.
(e) Resisting negative peer pressure.

(f) Maintaining integrity when facing a noral dil emma.

(4) Regardless of the type of courage displayed, a Marine exhibiting
courage places others needs above his or her own.

3. EFFECTI VENESS UNDER STRESS

a. Definition. "Thinking, functioning and | eading effectively under
conditions of physical and/or nental pressure. Maintaining conposure
appropriate for the situation, while displaying steady purpose of action,
enabling one to inspire others while continuing to | ead under adverse
conditions. Physical and enotional strength, resilience and endurance are
el ements.”

b. Scal ed Measurenents

(1) "B" marking - "Exhibits discipline and stability under pressure.
Judgnent and effective problemsolving skills are evident."

(2) "D'" marking - "Consistently denonstrates maturity, nenta
agility, and wi |l power during periods of adversity. Provides order to chaos
through the application of intuition, problemsolving skills, and | eadership
Conmposure reassures others.”

(3) "F'" marking - "Denonstrates sel dom matched presence of m nd under

the nost demandi ng circunstances. Stabilizes any situation through the
resolute and tinely application of direction, focus and personal presence.

c. Discussion. Effectiveness under stress means working well under
pressure.

(1) It requires strength and stanina -- physical and nental -- and
has two results: mission success and inspiring others.

(2) The ability to maintain focus on the task at hand enabl es both
m ssi on success and the ability to inspire others.

(3) Effectiveness under stress is not the sane as courage.

(a) Courage involves actions where the Marine has overcone fear
and obstacles in order to acconplish the m ssion
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(b) Effectiveness under stress involves presence of mnd under
adverse conditions, retaining nmission focus and continuing to function
Exanpl es include but are not limted to:

1 Battalion S-6 officer repeatedly working through | osses of
comuni cation during operational exercises or contingencies.

2 Marine Security Guard (MSG detachnment conmander
mai ntai ni ng m ssion focus during civil strife, unrest, and direct action
against U. S. property and citizens.

3 Base facilities chief responding to a natural disaster
i nvol ving destruction of property and | oss of life.

4. | NLTILATI VE

a. Definition. "Action in the absence of specific direction. Seeing
what needs to be done and acting without pronpting. The instinct to begin a
task and follow t hrough energetically on one’s own accord. Being creative,
proactive and decisive. Transform ng opportunity into action.™

b. Scal ed Measurenents

(1) "B" marking - "Denonstrates willingness to take action in the
absence of specific direction. Acts comensurate with grade, training, and
experience. "

(2) "D' marking - "Self-notivated and action-oriented. Foresight and
energy consistently transform opportunity into action. Develops and pursues
creative, innovative solutions. Acts without pronpting. Self-starter.™

(3) "F'" marking - "H ghly notivated and proactive. D splays
exceptional awareness of surroundings and environnent. Uncanny ability to
anticipate m ssion requirenents and quickly fornmulate original, far-reaching
solutions. Always takes decisive, effective action."”

c. Discussion. Initiative is acting w thout being told.

(1) Initiative permts the Marine to seize circunstances and achi eve
nm ssi on success.

(2) Wthout initiative, a Marine nmerely reacts to events. Initiative
enables the Marine to identify or create opportunities and exploit them

(3) Initiative differs fromboldness: initiative enables the Marine
to seize control over events in a preenptive nmanner; bol dness is decisive
action.

(4) Judgrment mght inprove as a Marine gains experience and years,
but initiative is unique and does not necessarily increase with age.
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4009. SECTION F - LEADERSH P

1. Ceneral. Leadership is the primal force that drives all mlitary
organi zations. Leaders at all levels are essential to nission
acconmplishment. The quality of its |eadership will deternine the overal
val ue of the force.

a. ldentifying effective |eaders is a primary goal of the fitness
report. Wile nost achieve the m ssions tasked, some do not. Mbst
| eadership styles are obvious at first glance. Ohers take much | onger to
beconme apparent, but are no less effective. The Marine Corps recogni zes nany
| eadership styles as effective.

b. This section focuses on the nost inportant aspects of |eadership
Each eval uated area serves to provide information that gives a nore
conmprehensive picture of the individual’s effectiveness as a | eader. The
overall view provides an understanding of the individual’s | eadership style.

c. The section has five attributes:
(1) LEADI NG SUBORDI NATES.
(2) DEVELOPI NG SUBORDI NATES
(3) SETTING THE EXAMPLE
(4) ENSURI NG WELL- BEI NG OF SUBCRDI NATES.
(5) COVMUNI CATI ON SKILLS
d. Reporting officials nust viewthe term subordinates in a generic
sense. Certain billets will not have individuals directly under the MRO s
charge; however, this does not nmean the MRO does not exhibit these traits
in executing day to day responsibilities. Al sergeants and above are
| eaders and have | eadership responsibilities regardless of their billets.
e. Leaders set the tone and nust foster a climate of "equal opportunity”
within their units by optimally integrating all nenbers of the teamto
acconplish the m ssion regardless of race, religion, ethnic background, or

gender.

2. LEADI NG SUBORDI NATES

a. Definition. "The inseparable relationship between |eader and | ed.
The application of |eadership principles to provide direction and notivate
subordi nates. Using authority, persuasion, and personality to influence
subordi nates to acconplish assigned tasks. Sustaining notivation and norale
whi | e maxi m zi ng subordi nates’ perfornmance.”

b. Scal ed Measurenents

(1) "B" marking - "Engaged; provides instructions and directs
execution. Seeks to acconplish nmission in ways that sustain notivation and
norale. Actions contribute to unit effectiveness."”
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(2) "D'" marking - "Achieves a highly effective bal ance between
direction and del egation. Effectively tasks subordi nates and clearly
del i neat es standards expected. Enhances performance through constructive
supervi sion. Fosters notivation and enhances norale. Builds and sustains
teans that successfully neet m ssion requirenments. Encourages initiative and
candor anong subordi nates.”

(3) "F'" marking - "Pronotes creativity and energy anong subordi nates
by striking the ideal balance of direction and del egation. Achi eves hi ghest
| evel s of performance from subordi nates by encouragi ng individual initiative.
Engenders willing subordination, loyalty, and trust that allow subordinates
to overcome their perceived limtations. Personal |eadership fosters highest
| evel s of notivation and noral e, ensuring nission acconplishnment even in the
nost difficult circunstances.”

c. Discussion. Assessing |leadership is difficult; particularly those
styles that are not always i medi ately obvious.

(1) Better |eaders enploy varied nmethods to get the best fromtheir
subor di nat es.

(2) They lead through the quiet tines and not just the busy
activities.

(3) This attribute assesses MRO s achievenents in terns of applied
| eadership. Success in this applied | eadership should manifest itself in
i ncreased subordinate and unit performance.

(4) The scope of an individual’s |eadership expands further than the
nunber of people under his or her immediate charge; it is also a neasure of
how one inspires, directs, influences, and persuades others by words and
deeds. These qualities can be assessed even when the MROis not filling a
| eadership billet, per se.

3. DEVELOPI NG SUBORDI NATES

a. Definition. "Commitnent to train, educate, and challenge all Marines
regardl ess of race, religion, ethnic background, or gender. Mentorship
Cultivating professional and personal devel opnent of subordinates.

Devel opi ng team players and esprit de corps. Ability to conbine teaching and
coaching. Creating an atnosphere tolerant of mstakes in the course of
| earni ng. "

b. Scal ed Measurenents

(1) "B" marking - "Maintains an environment that allows personal and
prof essi onal devel oprment. Ensures subordinates participate in all nandated
devel opnent prograns.”

(2) "D'" marking - "Devel ops and institutes innovative programs, to
i ncl ude PME, that enphasize personal and professional devel opnment of
subordi nates. Challenges subordinates to exceed their perceived potentia
t her eby enhancing unit norale and effectiveness. Creates an environnent
where all Marines are confident to learn through trial and error. As a
mentor, prepares subordinates for increased responsibilities and duties.”
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(3) "F'" marking - "Wdely recogni zed and enul ated as a teacher, coach
and |l eader. Any Marine would desire to serve with this Marine because they
know they will grow personally and professionally. Subordinate and unit
performance far surpassed expected results due to MRO s nentorship and team
building talents. Attitude toward subordi nate devel opnent is infectious,
ext endi ng beyond the unit."

c. Discussion. This attribute seeks to assess the | eader’s capacity to
"fine-tune" the team G ven that nost |eaders will achieve basic proficiency
in the training of their unit, you can best judge exceptions in this area hy
the degree of honing that the | eader achieves. The follow ng questions
provi de hel p here:

(1) Does the Marine seek to prepare subordinates to assunme greater
responsibility at short notice?

(2) Does the Marine chall enge subordinates to seek their own
knowl edge and devel op their analytical skills?

(3) Does the Marine tol erate honest ni stakes, and pace the program on
t he devel opnment of subordi nates, rather than on the achi evenent of
objectives; or, in the words of General Lejeune, "Does the | eader teach and
coach, or sinply instruct?”

4. SETTING THE EXAVPLE

a. Definition. "The nost visible facet of |eadership: how well a
Mari ne serves as a role nodel for all others. Personal action denonstrates
t he hi ghest standards of conduct, ethical behavior, fitness, and appearance.
Beari ng, deneanor, and self-discipline are elenents.™

b. Scal ed Measurenents

(1) "B" marking - "Maintains Marine Corps standards for appearance,
wei ght, and uniformwear. Sustains required |evel of physical fitness.
Adheres to the tenets of the Marine Corps core val ues.”

(2) "D' marking - "Personal conduct on and off duty reflects highest
Marine Corps standards of integrity, bearing and appearance. Character is
exceptional. Actively seeks self-inprovenent in w de-ranging areas.

Dedi cation to duty and professional exanple encourage others’ self-inprovenment
efforts.”

(3) "F'" marking - "Model Marine, frequently emul ated. Exenplary
conduct, behavior, and actions are tone-setting. An inspiration to
subordi nates, peers, and seniors. Remarkable dedication to inproving self
and others."

c. Discussion. Leadership depends on personal credibility and a
conmitnent to excellence.

(1) Leaders who do not denonstrate self-discipline, persona
organi zation, physical fitness, and respect for the Corps fail to fully neet
the responsibility of their offices.

4- 36



PERFORMANCE EVALUATI ON SYSTEM 4009

(2) Beyond the physical aspects of |eadership, being fully
knowl edgeable in the directives that gui de appearance, fitness, conduct, and
other areas is essential in creating the aura of authority.

(3) Paramount is a personal conmitnent to our core values; a belief
that these values are central to the Corps’ ethos and status in American
society. The health and vitality of the Corps depend on passing al ong these
characteristics that make Marines unique.

5. ENSURI NG VELL- BEI NG OF SUBCRDI NATES

a. Definition. "Genuine interest in the well-being of Marines. Efforts
enhance subordinates’ ability to concentrate/focus on unit mnission
acconpl i shment. Concern for famly readiness is inherent. The inportance
pl aced on wel fare of subordinates is based on the belief that Mrines take
care of their own."

b. Scal ed Measurenents

(1) "B" marking - "Deals confidently with issues pertinent to
subordi nate wel fare and recogni zes suitable courses of action that support
subordi nates’ well-being. Applies avail able resources, allow ng subordi nates
to effectively concentrate on the mssion."

(2) "D'" marking - "Instills and/or reinforces a sense of
responsi bility anmong junior Marines for thenselves and their subordinates.
Actively fosters the devel opnment of and uses support systens for subordi nates
whi ch inmprove their ability to contribute to unit m ssion acconplishnent.
Efforts to enhance subordinate welfare inprove the unit’s ability to
acconmplish its mssion."

(3) "F'" marking - "Noticeably enhances subordi nate wel | -bei ng,
resulting in a neasurable increase in unit effectiveness. Maxinizes unit and
base resources to provide subordinates with the best support avail abl e.
Proactive approach serves to energize unit nmenbers to "take care of their
own," thereby correcting potential problens before they can hinder
subordi nates’ effectiveness. Wdely recogni zed for techni ques and policies
that produce results and build norale. Builds strong fam |y atnosphere.

Puts notto Mssion first, Marines always, into action.”

c. Discussion. Fromtheir first days in training, Marines learn the
i nperative of taking care of their subordinates. The phrase "Marines take
care of their own" captures the spirit of this facet of |eadership. The
primary reason for this enphasis is the tine-tested observation that nmilitary
units performbetter when their |eadership looks to the well-being of their
menbers.

(1) Aleader’s efforts in ensuring subordinates’ welfare and their
famlies’ quality of life reduces the Marines’ burden, allowing themto
concentrate nore effectively on acconplishing the unit’s nission. A concern
is that a |l eader’s efforts nmay be so aggressive that Marines get the
i mpression that the leader will always fix their problenms for them
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(2) The leader’s policies and actions nust instill a sense of
personal responsibility anmong junior Marines for thensel ves and their
subor di nat es.

(3) Efforts to ensure subordinate wel fare shoul d never take priority
over or conme at the expense of the unit’s mssion or effectiveness. Taking
care of Marines is inherent to acconplishing the m ssion

6. COVWUNI CATI ON SKI LLS

a. Definition. "The efficient transm ssion and receipt of thoughts and
i deas that enabl e and enhance | eadership. Equal inportance given to
listening, speaking, witing, and critical reading skills. Interactive,

all owi ng one to perceive problens and situations, provide concise guidance,
and express conplex ideas in a formeasily understood by everyone. Allows
subordi nates to ask questions, raise issues and concerns, and venture
opinions. Contributes to a |leader’s ability to notivate as well as counsel."”

b. Scal ed Measurenents

(1) "B" marking - "Skilled in receiving and conveyi ng i nfornation
Comuni cates effectively in perfornance of duties.™

(2) "D'" marking - "Clearly articul ates thoughts and i deas, verbally
and in witing. Comunication in all fornms is accurate, intelligible,
concise, and tinmely. Conmunicates with clarity and verve, ensuring
under standi ng of intent or purpose. Encourages and considers the
contributions of others."”

(3) "F'" marking - "H ghly developed facility in verbal comrunication
Adept in conposing witten docunents of the highest quality. Conbines
presence and verbal skills which engender confidence and achi eve
understandi ng irrespective of the setting, situation, or size of the group
addressed. Displays an intuitive sense of when and howto |listen."”

c. Discussion. The ability to conmunicate is vital

(1) Wthout this skill: orders get m sunderstood, directives get
confused, and the potency of good | eadership becones dil uted.

(2) This is an everyday skill that all Marines nust practice and
refine.

(3) Skill inlistening to - and hearing - what others offer is as
i nportant as what we say or wite.
4010. SECTION G - | NTELLECT AND W SDOM
1. Ceneral. Utimtely, |eadership depends on decision making; the quality
of a |eader’s judgnent enhances the latter. Marines can inprove their skil
in both areas through individual personal effort to increase and expand their

know edge base.
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a. W neasure a Marine's intellect and wisdomindirectly through three
assessed attributes:

(1) PROFESSI ONAL M LI TARY EDUCATI ON.
(2) DECI SI ON MAKI NG ABI LI TY.
(3) JUDGVENT.

b. The I NTELLECT AND W SDOM section neasures the MRO s efforts to grow
intellectually and to use the know edge gained to benefit both personal and
unit performance.

(1) The assessnment of intellectual efforts and performance provides a
critical indicator of an MRO s ability to learn and reason, as well as, the

capacity for know edge and under st andi ng.

(2) Most inportantly, this assessnment highlights the MROs ability to
use intellectual skills to make viable and tinely decisions.

2. PROFESSI ONAL M LI TARY EDUCATI ON ( PME)

a. Definition. "Conmitnent to intellectual growth in ways beneficial to
the Marine Corps. Increases the breadth and depth of warfighting and
| eadership aptitude. Resources include resident schools; professiona
qualifications and certification processes; non-resident and other extension
courses; civilian educational institution course work; a personal reading
programthat includes (but is not linmted to) selections fromthe Comuandant’s
Readi ng List; participation in discussion groups and nilitary societies; and
i nvol vement in | earning through new technol ogi es. "

b. Scal ed Measurenents

(1) "B" marking - "Maintains currency in required military skills and
rel ated devel opnents. Has conpleted or is enrolled in appropriate |evel of
PME for grade and | evel of experience. Recognizes and understands new and
creative approaches to service issues. Renains abreast of contenporary
concepts and issues."

(2) "D'" marking - "PME outl ook extends beyond MOS and required
education. Develops and follows a conprehensive personal program which
i ncl udes broadened professional reading and/ or academ ¢ course work; advances
new concepts and ideas."

(3) "F" marking - "Dedicated to lifelong learning. As a result of
active and continuous efforts, widely recognized as an intellectual |eader in
professionally related topics. Makes time for study and takes advantage of
all resources and programs. |ntroduces new and creative approaches to service
i ssues. Engages in a broad spectrum of foruns and di al ogues."

c. Discussion. Wile an all-around education is inmportant, the subjects
that our Marines concentrate on that can inprove their |eadership and
warfighting abilities are of nobst concern
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(1) It is inperative that | eaders encourage Marines to better
t hensel ves through the study of military-related topics.

(2) Many tinmes when we think of PME we automatically focus on the
Marine Corps Institute (MC) program The PME attribute neasures much nore,
and includes all efforts to increase understanding of the mlitary art.
Prof essional MIlitary Education can be as varied as:

(a) Resident schools; e.g., the Staff NCO Acadeny or Anphi bi ous
War fare School .

(b) Studies in preparation for a MMWIS-1 or Top Gun certification
cour se.

(c) Marine Corps and other service non-resident courses, M
ext ensi on courses, and other service or governnent agency extension courses.

(d) Personal reading program and/or participation in professiona
mlitary societies and/or discussion groups.

(e) Gvilian education courses that allow Marines to inmprove their
mlitary-useful skills, such as diesel engine repair, |eadership,
conmuni cati ons, or software engi neering.

(3) Professional mlitary education does not include civilian
education prograns that do not enhance a Marine’s |eadership, warfighting
acurmen, or MOS skills. NOTE: The RS may highlight an MRO s participation in
non- PME civilian education programs in section | as deened appropriate.

3. DECI SI ON MAKI NG ABI LI TY

a. Definition. "Viable and tinely problem solution. Contributing
el ements are judgnent and decisiveness. Decisions reflect the bal ance between
an optinmal solution and a satisfactory, workable solution that generates
tempo. Decisions are nade within the context of the commander’s established
intent and the goal of m ssion acconplishnent. Anticipation, nental agility,
intuition, and success are inherent."

b. Scal ed Measurenents

(1) "B" marking - "Mkes sound decisions |eading to nission
acconplishnment. Actively collects and eval uates information and wei ghs
alternatives to achieve tinely results. Confidently approaches probl ens;
accepts responsibility for outcones."

(2) "D'" marking - "Dempnstrates nmental agility; effectively
prioritizes and solves nultiple conplex problens. Analytical abilities
enhanced by experience, education, and intuition. Anticipates problens and

i mpl enents viable, long-termsolutions. Steadfast, willing to nmake difficult
deci sions."
(3) "F'" marking - "Wdely recogni zed and sought after to resolve the

nost critical, conplex problens. Seldom matched anal ytical and intuitive
abilities; accurately foresees unexpected problens and arrives at well-tined
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deci sions despite fog and friction. Conpletely confident approach to al
problenms. Masterfully strikes a bal ance between the desire for perfect
knowl edge and greater tenpo."

c. Discussion. The difference between | eaders and followers is that,
whil e both may make deci sions, we hold the fornmer accountable for them

(1) Leadership is decision making.

(a) We expect all |leaders to be capable of solving problens and
meki ng deci sions, and sonme are certainly better at it than others.

(b) Mre often than not, because of tine constraints, |eaders
must make decisions with inconplete information.

(c) W rely on our self-confidence and strength of conviction
when faced wi th naking deci sions based upon linmited information

(d) Markings in this section should reflect conpetence in making
not only routine decisions, but also those decisions of greater inportance
wi th far-reachi ng consequences.

(2) Decision making ability also neasures the quality and tineliness
of the decisions thenselves, taking into account the time and information
avail able to the Marine.

(a) Do not confuse willingness to make nore difficult decisions
inatinmely manner with hasty, "snap" judgnents.

(b) Marines who tend to make snap judgments frequently negl ect
avail abl e informati on and often fail to consider the possible consequences of
t heir deci si ons.

(3) Some situations require quick decisions in order to take ful
advant age of fleeting opportunities. Oher situations call for a nore
prudent, methodi cal approach, allowing one the time to collect and exam ne
nore information before reaching a decision. Still others will be made in
times of uncertainty when it would be safer and easier to either postpone a
decision or avoid it altogether.

(4) An inportant aspect of decision naking is the Marine's intuitive
ability to distinguish between these various situations and with | ogica
reasoni ng, act accordingly with resolve
4. JUDGVENT

a. Definition. "The discretionary aspect of decision making. Draws on
core val ues, know edge, and personal experience to make w se choices.

Conpr ehends the consequences of contenpl ated courses of action.”

b. Scal ed Measurenents

(1) "B" marking - "Mpjority of judgments are measured, circunspect,
rel evant, and correct."

4-41



4011 PERFORMANCE EVALUATI ON SYSTEM

(2) "D' marking - "Decisions are consistent and uniformy correct,
tenpered by consideration of their consequences. Able to identify, isolate,
and assess relevant factors in the decision nmaking process. pinions sought
by others. Subordinates personal interests in favor of inpartiality.”

(3) "F'" marking - "Decisions reflect exceptional insight and wi sdom
beyond this Marine s experience. Counsel sought by all; often an arbiter
Consi stent, superior judgment inspires the confidence of seniors.”

c. Discussion. While the PVE and DECI SI ON MAKI NG ABI LI TY attri butes
hel p to describe the intellectual perfornmance and capacity of the Marine,
they provide an inconplete picture without a neasure of judgnent.

(1) Judgrent is an essential elenent of intellect; without it the
Marine has only two of the needed tools to work with: education and the
capacity to nake deci sions.

(2) Judgment is the vehicle that allows the Marine to use those tools
in a discretionary manner and nmeke the right decision or offer the best
option.

(3) Judgment takes an even nore critical role as the Marine Corps
increases its reliance on subordi nates who can operate effectively under
decentralized command and control, relying on comander’s intent, mi ssion
type orders, and sonetimes difficult rules of engagenent.

d. The difference between Judgnent and Decision Making Ability. Though
closely related, judgment and deci sion making ability each warrant
i ndependent eval uation. Some Marines exhibit common sense, but have trouble
reaching a decision. They |lack confidence in making a call and do not
bal ance good judgrment with effective decision making. O her Marines never
shy away when a situation calls for a decision, but they don't think the
situation through before they act. They make rash decisions that rarely
produce the expected result. |In this case, rash judgnent conpounds
ent husi astic, but poor decision making.

4011. 1 NSTRUCTI ONS FOR COVPLETI NG SECTI ON H (FULFI LLMENT OF EVALUATI ON
RESPONSI BI LI TI ES)

1. Purpose. Acconplishing the objectives of the PES per the provisions of
this Manual is the responsibility of every reporting official. Section H

a. Measures the level to which reporting officials fulfill their
responsibilities.

b. Establishes a direct method of ensuring that reporting officials
acconplish the objectives of the PES by evaluating their efforts to submt
accurate, tinely, and uninflated eval uations.

c. As a single, stand-alone, evaluated area, it highlights the
i mportance of accurate, uninflated, and tinely reporting.
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d. Mark section H "not observed" (block H) for all enlisted Marines
except for the few individuals specifically authorized by HQUC to act as
reporting officials.

e. Marking and mandatory justification procedures per paragraphs 4006. 4
and 4006.5 apply.

2. Definition. "The extent to which this officer serving as a reporting
of ficial conducted, or required others to conduct, accurate, uninflated, and
tinmely eval uations."”

3. Scal ed Measurenents

a. "B" marking - "Cccasionally submitted untinely or admnistratively
incorrect evaluations. As RS, subnmitted one or nore reports that contained
inflated markings. As RO, concurred with one or nore reports from
subordi nates that were returned by HQMC for inflated narking."

b. "D' marking - "Prepared uninflated eval uati ons which were
consistently submtted on tine. Evaluations accurately described performance
and character. Evaluations contained no inflated markings. No reports
returned by RO or HQVC for inflated marking. No subordinates’ reports
returned by HQMC for inflated marking. Few, if any, reports were returned by
RO or HQMC for administrative errors. Section Cs were void of superlatives.
Justifications were specific, verifiable, substantive, and where possi bl e,
quantifiabl e and supported the markings given."

c. F" marking - "No reports subnitted late. No reports returned by
either RO or HOMC for adm nistrative correction or inflated markings. No
subordi nates’ reports returned by HQMC for adninistrative correction or
i nfl ated markings. Returned procedurally or admnistratively incorrect
reports to subordinates for correction. As RO nonconcurred with all inflated
reports.”

4. Discussion

a. The scales allowlittle tolerance for submitting or forwarding
inflated reports. One instance as either a RS or RO can result in a mark of
"g. "

b. The scales allow sone tolerance for submtting or forwarding
adm nistratively incorrect reports. For exanple, a Marine could have a "few'
reports returned fromeither the RO or HQMC for adninistrative errors and
still receive a mark of "D' but depending on the context a "C' mark m ght be
nor e appropri ate.

c. An MRO (evaluated as an RS) whose reports exhibit flagrant inflation
mul tiple adm ni strative errors, severe untineliness, or any conbi nation
t hereof warrants a mark of "A"
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4012. 1 NSTRUCTI ONS FOR COVPLETI NG SECTI ON | (REPORTI NG SENI OR'S DI RECTED AND
ADDI T1 ONAL COVMENTS)

>CH 2 1. Purpose. Section | provides the RS a location for entering
mandatory, directed, and additional conments prohibited el sewhere in the
report.

>CH 2 a. Mandatory comments are those required to give the CMC a nore
conpl ete
pi cture of the MRO s professional character

b. Directed (required) coments required by this Manual provide the CMC
anplifying informati on concerning the MO

c. Additional (discretionary) entries may span a wi de variety of events,
acconpl i shnents, or activities that the RS deens inportant to convey to the
CMC.

d. Both directed and additional comments result in a nore conprehensive
eval uation of perfornmance and character.

2. Discussion. The RS

a. WIIl make mandatory comrents to nake a word picture for all observed
reports. These conmments are intended to provide a nore conplete and detail ed
eval uation of the MRO s professional character and may address any entry nade
in sections A through H or as the Reporting Senior deens appropriate.

b. My comment on the MRO s conduct, performance, or activity outside
the areas evaluated in the report if deened of sufficient inportance to
include in the evaluation to nore thoroughly define the "whole Marine." This
may i nclude such areas as comunity service, voluntary service, or simlar
endeavors.

c. Mist take care when meking section | comments to ensure that they
neither conflict with nor obscure the remai nder of the eval uation

d. Mist ensure the coments are not gratuitous.

3. Format and Style

a. Format. The RS should conplete coments by computer or typewiter
using Courier New size 10 or 12 font. The space nmade avail abl e shoul d be
sufficient in all but the nost unusual circunstances. Format comments in the
foll owi ng manner:

>CH 2 (1) Mandatory Comments. Mandatory comments will always be |isted
first. |If the length of the mandatory comments and ot her comments exceeds the
space provided in section |, the RS will use an addendum page to conplete his
or her comments.

(2) Directed Conments. The RS nust always list directed coments
bef ore any additional coments.

(a) Begin directed comrents with the entry "Directed Comments. "
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(b) Begin each directed comment with a reference to its
origination in the report, e. g., "SECT A Item 7b:".

(3) Additional Comments. The RS nay enter additional coments as
deened appropriate.

(a) Make additional conmmrents after listing any directed comrents.

(b) Reporting seniors nmust not exceed the space provided in
section | for additional comrents unless they made directed conments and the
combi ned |l ength of directed comrents and additi onal coments exceeds the space
provi ded.

(c) If the conbined length of directed and additional conments
exceeds the space provided in section I, the RS will use an addendum page to
conplete his or her entries.

b. Style. Vhen preparing section I:

(1) Omt superlative adjectives, superfluous statistics, and
i mpreci se phrasing.

(2) Make conments objective, concise, and clear in intent.
(3) Normal capitalization rules apply. Do not use UPPERCASE,
underlining, "quotation marks", boldface, italics, and punctuation (#! &%..)

in exclamation.

4. Directed Conments. The following require directed conments in section |

a. Section A

(1) Item 3, (Cccasion and Period Covered) block a. (OCC), code
"EN'. Comments should be one of the following: "Retirement”, "Release from
active duty", "Di scharge (type)", or "Transfer to Fleet Marine Corps Reserve"
(see paragraph 3004. 8).

- (2) Item 3, (Cccasion and Period Covered) block c. (Type), code
"C' for conbat or code "B" for both joint and conbat. The requirenent to
comment on the nature of the conbat operation and the MRO s actions related to
the operation is clarified in paragraph 6003. 5.

(3) Item5 (Special Case), a mark in block b. (Not Observed).
(4) Item5 (Special Case), a mark in block c. (Extended Report).

(5) Item6 (Marine Subject To:), a mark in block a. (Comrendatory
Material), block b. (Derogatory Material) or block c. (Disciplinary Action).

(6) Item7 (Qualified for Pronotion), a mark in block b. (No). If
the RS does not consider the MRO qualified for pronotion, enter one of the
foll owi ng statenents

(a) "I recommend that MRO not be considered for pronotion
with contenporaries.”
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(b) "I reconmend that the MRO not be considered for pronotion at
anytine."

(7) Item7 (Qualified for Pronotion), all blocks blank. If the RS
recommends the MRO for accel erated pronotion, comment as follows: "I reconmend
that the MRO be considered for pronotion ahead of contenporaries.”

(8 Item8 (Special Information), a. (QUAL), code "U' (unqualified).

(9) Item8 (Special Information), a. (QUAL), code "X' (required, did
not fire).

(10) Item8 (Special Information), b. (PFT), code "PART" (pass
partial PFT).

(11) Item8 (Special Information), b. (PFT), code "RDNT" (required,
did not take).

(12) Item 8 (Special Information), b. (PFT), code "NVED' (not
medi cally qualified).

(13) Item8 (Special Information), c. (Status), code "F" or "M.
Reconmend what grade the GYSGT is best qualified to fill (IstSgt or MsSgt). NOTE:
Di sagreenent between the MRO and RS does not meke the report adverse. No conmmrent
is required for "not-observed reports.

(14) 1tem8 (Special Information), f. (Body Fat). The |listed body fat
percentage is 19 percent or higher for male MROs. As appropriate, coment as
follows: "An appropriately credentialed health care provider diagnosed the
individual's condition to be the result of an underlying or associated di sease
process."

(15) Item 8 (Special Information), f. (Body Fat). The |listed body fat
percentage is 27 percent or higher for female MROs. As appropriate, coment as
fol | ows:

(a) "The MROis within the 6 nmonth postpartumrecovery period."

(b) "A Medical Oficer has not declared the MRO fit for full duty
follow ng delivery."

(c) "An appropriately credential ed health care provider diagnosed
the individual's condition to be the result of an underlying or associ ated di sease
process."

(16) Item 8 (Special Information), f. (Body Fat). The MRO s body fat
percentage is within the acceptable standard of 18 or 26 percent or less for a
mal e or fermal e respectively, but the MROs mlitary appearance is not acceptable.
The RS nmust conment on the MRO s unaccept abl e appearance.

b. O her:
- (1) Justification for subm ssion of an observed report for a

reporting period covering |l ess than the m ni num nunber of observation days
required for the reporting occasion per the provisions of paragraph 3005.
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(2) Periods of nonavailability of 30 or nore days when either the
MRO or the RS was not physically present to performhis or her duties at the
reporting conmand or organi zation. Comrents nust include who was nonavail abl e,
the inclusive dates, and the reason for the nonavailability; e. g., proceed,
del ay, and travel; hospitalization; confinenent; etc.

(3) Uncontroverted facts relating to drug offenses by the MRO (see
par agraph 3009.1).

(4) Any alcohol related incident, reportable occurrence of al coho
abuse, or alcohol rehabilitation (Level IT and ITT treatnent) failures (see
par agraph 3009. 2).

(5) Afield Flight Perfornmance Board finds the MRO negligent,
cul pable, or terminates or restricts flight status of the MO

(6) The MROrefuses to sign item2 of section J (Certification by the
MRO when the report is adverse). Include the Marine's forwardi ng address (unit or
hone address) or permanent nmiling address. See paragraph 5007.

(7) Reviewing officer assunes RS authority because of the reporting
seni or's:

(a) Death.
(b) Incapacitation
(c) Relief for cause.

(d) For unresolved conflicts and | ack of professional objectivity
di scussed in paragraph 2010. 6d.

(8) Wen subnmitting a DC report. Comment mnust indicate the reason
for subni ssion (see paragraph 3004.2).

(9) Wen the RS transfers while the MROis in a UA status. Coment
nmust indicate the MRO s UA status and reflect the period of UA as tine | ost (see
par agraph 3010. 4).

(10) Miltiple and sinultaneous regular duty assignnents. Comrent as
follows: "Sinultaneous report”.

(11) For SMCR/ MIU reports, the follow ng require explanation in
section I|:

(a) Significant failure to neet required drill attendance.

(b) Onmission of an RT report and the RS includes the period in an
annual (AR) report.

(12) Failure of a scheduled PFT not reflected in item8, (Specia
I nformation), block b. (PFT).
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(13) Failure to qualify or requalify during an annual marksmanship
qualification/requalification training period that is not reflected in item 8,
(Special Information), block a. (QUAL).

(14) Failure to complete an annual marksmanship training requirement
when the MRO was required to but did not fire during an annual marksmanship
qualification/requalification training period that is not reflected in item
8, (Special Information), block a. (QUAL) if the RS deems the failure is due
to a lack of due diligence on the part of the Marine.

(15) The MRO has carried out performance of classified security
responsibilities that are other than the MRO's primary duty. NOTE: Omit
this comment if it is already addressed in sections B and C.

(16) The MRO is or was assigned to either the Weight Control or
Military Appearance Programs as directed by MCO 6100.10, during the reporting
period (see paragraph 5001.3d(1)).

(17) Early termination of temporary duty originally projected to last
more than 30 days (see paragraph 3006.2b) .

(18) Class standing or successful completion of school or formal
course of instruction, or reasons for drop or disenrollment, when applicable.

(19) For attachment of unique performance evaluation forms given to
Marines assigned as students or special trainees at non-Marine commands per
the provisions of paragraph 6008.4. Comment as follows: "Attachment is the
unique performance evaluation form required by this (command/institution)."

(20) Commanding General's approval to modifications of the reporting
chain.

(21) Extent of fulfillment of the execution and oversight of the
command's safety policy. when applicable, but especially when MRO is filling
an executive officer's or deputy commander's billet with their safety
responsibilities.

(22) Indicate when the MRO is filling a billet designated for a
higher grade, or when a warrant officer is filling a limited duty officer
billet or either is filling an unrestricted officer billet.

> CH 6 (23) In the case of Marine aviators and flight officers, comment on pure
flying proficiency and when applicable, in terms of aeronautical leadership,
airborne judgment, or use of aeronautical assets. Some examples are: an aircraft
commander, flight leader designations, tactical air coordinator (ground and
airborne), mission commander, WTI or any other aeronautically designated Marine in
a position of tactical leadership.

> CH 6 (24) Extent to which all Marines especially those whose billet
specifically involves planning, supervision, training and operational
responsibilities, exhibit operational risk management (ORM) ability to accomplish
the mission. Specifically skills in identifying hazards, assessing those hazards
for risk, making risk acceptance decisions, applying controls to minimize the risk,
and supervision. Note: Marine Corps Order 3500.27A outlines the integral part
(ORM) plays in training and planning at all levels to optimum operational
capability, readiness, and mission accomplishment.

4-48
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5. TUnacceptable Comments. The RS will not comment on the following
situations:

a. Reference to pending nonjudicial punishment, court-martial, civil/
criminal action, fact-finding board (e.g., Field Flight Performance Boards),
or investigation.

(1) Discussion of these matters, if the MRO was found innocent or
nonculpable, would be premature and prejudicial, thereby unfairly penalizing
the Marine.

(2) Once the pending action is complete (to include the appellate
process) and the Marine is found accountable, then include the results in the
reporting period when adjudication is completed. For the specific handling
of NJP, courts-martial, or civilian conviction see paragraph 4003.6cC.

(3) Reference to the results of an informal investigation, fact
finding body, or a Field Flight Performance Board should only be made if the
MRO is found to be negligent or culpable or if the findings are otherwise
adverse.

4-48a
Ch 6
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b. Reference to recomrendations for adninistrative reduction
separation, or wthholding of pronotion pending resolution at higher
authority. Sanme reasons as paragraph 4012. 5a(l) above, apply.

- c. Reference to nonpunitive letters of adnonition or reprinmnd, unless
the RS follows the provisions of paragraph 4003. 6b. |ssuance of a nonpunitive
letter may not be nentioned in any narrative, but the underlying facts may be
i ncluded as outlined in paragraph 0105 of the Manual of the Judge Advocate
Ceneral. Reporting seniors nust, however, report a Letter of Censure issued
by the Secretary of the Navy.

d. Mention of any suspected crimnal activity, particularly suspected
drug use. Suspicion is not a basis for recording in official personnel files.

e. Indication that the MRO voluntarily entered the Al coho
Rehabi litati on Program when the situation which led to the volunteering did
not affect the individual's perfornance of duty.

(1) Such information is irrelevent to the process and scope of
the fitness report, and should be treated |ike any other period of
hospitalization not affecting perfornance.

(2) This is a recognized nedical problem best addressed by
nmedi cal authorities.

f. Reference to mnor traffic violations.

g. Reference to prior nonselection for pronotion which is a matter of
record.

h. Reference to whether spouse does or does not support conmard, soci al
vol unteer functions, and the |like. The positive contribution Marine spouses
make to the mlitary and civilian communities are a proud and appreciated
tradition, but spouses need to be free to make those choices. NOTE: RSs are
not eval uati ng spouses' perfornance.

i. Comments based on an individual's gender

(1) GCender-related coments; e. g.,charnmng, attractive woman
handsome man, best wonman officer, etc., are gratuitous and not acceptable.
CGeneral comments noting the MROis pregnant are |ikew se unacceptabl e unl ess
related to the MRO s adherence to wei ght standards or conpleting the PFT.

(2) Limt references to gender to the pronouns: he, she, him
his, her, hers, hinmself, herself.

Conments pertaining to nedical issues (physical and/or psychol ogical)
that do not affect the MRO s perfornmance of duties or dimnish his or her
ef fectiveness as a | eader.

k. Comments concerning the MRO s personal or fanmily problens that do
not affect perfornmance or dimnish effectiveness to |ead.

1. Comments pertaining to the MRO s status as a single parent, unless
the MRO has failed to nake necessary provisions in case of deployment or
mani pul ates the situation as an excuse for tardi ness and frequent unplanned
time off or |eave.
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m Comments identifying minor limtations, shortcom ngs, occasiona
| apses, or weakness is an otherw se overall positive performnce. These
coments serve no constructive purpose and foster a zero defect nentality.

4013. | NSTRUCTI ONS FOR COVPLETI NG SECTI ON J ( CERTI FI CATI ON)

1. Purpose. Section J gives the docunent |egal standing and safeguards the
integrity of the reporting process and provides the MRO the opportunity to
acknow edge and address the adverse nature of any report.

2. Process. Once section J is conplete, to include the MRO s statenment (when
applicable), the RS nust forward the report to the RO for his or her comments.

3. Item1l (Reporting Senior Certification). Item1l requires the RSto certify
that the report is truthful and prepared wi thout prejudice or partiality and
presupposes the RS considered all aspects of the MRO s performance known to
the RS at the tine he or she conpletes the report. It further certifies that
the RS has provided the MROwith a signed copy of the

report which includes sections conpleted by the RS

a. The RS nust sign item1l and record the date signed in the appropriate
bl ocks using the YYYY MM DD fornat

b. If the RS makes any changes to the report subsequent to providing the
MRO a copy, he or she nust provide a new signed copy of the report to the MO

c. In those situations when the RS submts a DC or CH report for a Marine
in a UA or deserter status (per the provisions of paragraph 3010.1 or 3010.4),
the CMC wai ves the requirenents for the RS to provide a copy of the report to
t he MRO

4. ltem 2 (Acknow edgnent by the MRO when the Report is Adverse). If the
report is adverse, the MRO by close of business on the first working day
after being provided a copy of the report, nust:

a. Signitem?2 and record the date signed in the appropriate bl ocks using
the YYYY MM DD format.

b. Indicate whether or not he or she will make a statenment by marking an
"X" in the appropriate bl ock.

c. |If nmaking a statenment, the MRO nust prepare the statenent per the
i nstructions of paragraph 5003 using the Addendum Page (Appendix C) per the
i nstructions in paragraph 4015.

d. In those situations when the RS submts a DC or CH report for a Marine
in a UA or deserter status (per the provisions of paragraph 3010.1 or 3010.4),
the CMC waives the requirenents for the MRO s signature in item2 of section
J. NOTE: Upon return, the MRO can request a copy of his or her report from
the CMC (MVBB-30) and upon receipt, subnit a rebuttal per the provisions of
Chapter 5.

e. See paragraph 5007 if the MROrefuses to sign the report.
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5. In those situations when the MRO and RS di sagree as to whether a report is
adverse, the RS should consult with the RO prior to the MRO s conpl eti on of
item2 and forwarding of the report. The ROw |l make the determ nation on
adversity. NOTE: If in doubt, the RO should call the Perfornance Eval uation
Section (MVBB-30) for assistance in naking the determ nation on adversity.

4014. | NSTRUCTI ONS FOR COVPLETI NG SECTI ON K REVI EW NG _CFFI CER COVMENTS)

1. Purpose. Section K formalizes the ROs involvenent in the PES. It requires
t he RO t o:

a. Certify the adm nistrative correctness of the report.
b. Characterize his or her level of observation of the MO
c. Address the following if the RO has sufficiently observed the MO
(1) Concur or nonconcur with the RS s eval uation
(2) Conpare the MRO s professional abilities and potential to
ot her Marines of the same grade whose professional abilities are known to the

RO.

- (3) Comrent concerning the MRO s potential and especially if the
unsati sfactory block on the conparative assessnent scale is marked.

2. Structure and Content

a. Iltem1 (Cbservation). The RO nust indicate whether or not he or she
has had sufficient know edge and observation of the MROto effectively
conplete items 2-4 of section K

(1) There are no hard guidelines on what constitutes sufficient
knowl edge and observation. In sone circunstances an RO gets to know a great
deal about an MRO in an extrenely short tinme and in other cases, the RO may
never gain sufficient observation regardl ess of how | ong both serve in the
same command. Because of the requirenment to comment on potential as well as
their critical role in safeguarding the integrity of the PES, ROs shoul d rmake
every effort to cone to know the Marines whose reports they will review

(2) Mark an "X" in the appropriate block, indicating either
sufficient or insufficient observation. The RO nust conplete itens 2-4 of
section Kif observation is narked sufficient initem1. Do not conplete itens
2-4 if item1 reflects insufficient observation unless addressing the
fol | owi ng:

(a) Mdifications to the reporting chain or subnission deadlines.
(b) Adjudication of factual differences between the RS s
eval uation and the MRO s statenent related to adverse reports per the

provi si ons of paragraph 5004.

(c) Authorization for the RS to conplete a report on an officer
of equival ent grade.
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(d) The RS recommends the MRO for accel erated pronotion. NOTE: Conments
shoul d reflect that the RO can neither concur nor nonconcur with the recomrendati on
for accel erated pronotion because of insufficient observation (see paragraph
4003. 7d(e)).

(e) Failure of the MROto submt a statenent after indicating his or her
desire to do so in item2 of section J.

b. ltem2, (EVALUATION). The RO nust concur or nonconcur with the report.

(1) Mark an "X" in the appropriate bl ock

(2) If the RO nmarks the nonconcur block, provide anplifying conrents in
item 4. See paragraph 4014.2d(2).

c. Iltem3, (COVPARATIVE ASSESSMENT). |Item 3 provides the RO an opportunity to
conpare the MROto all Marines (both past and present) of the grade whose professiona
abilities are known to the RO Focus on the MRO s potenti al

(1) Consider all the MRO s attributes.

(2) Weigh the MRO s perfornmance as an indicator of future potential for
service at nore senior positions.

(3) Mark an "X" in the appropriate block indicating the conparative
assessnent of the MRO

- d. Item4, (REVIEWNG OFFI CER COWENTS). The ROis in a unique position

to add depth to the report and to assist the CMC in distinguishing anong Marines. |f
the RO indicates "sufficient observation,” conments are mandatory. Although the RS
may opt for a not observed report, the ROis not precluded fromproviding his or her
own assessnent and coments.

(1) General Content. The RO should coment on the MRO s performance and
potential as follows:

- (a) If observation and know edge of the MRO s performance permt,

ROs nust provide conments on the MRO s performance during the reporting period. For
those cases of extended reports, and sane RO as prior report, the RO may make the
foll owi ng conment "Comrents remain the sane” and mark the conparative assessnent sane
as prior report; or nay add new comments deemed appropriate, and mark the conparative
assessnent scal e as applicable.

(b) At a minimum the RO should anplify his or her conparative
assessnent mark, and evaluate the MRO s potential for continued professiona
devel opnment to include pronotion, command assignment, resident PME, and
retention. As appropriate, he or she should put the RS's marks and conments in
per specti ve.

(c) The assessnment will reflect the RO s careful consideration of
all information available. This may include personal observation, a review of
the MROs Oficer Qualification Record (OQR)/ Service Record Book (SRB),
additional input fromthe RS, academ c achi evenents, and observations of others.
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(2) Directed Comments. The RO nust specifically coment on the
fol | owi ng:

(a) Issues related to nonconcurrence with the RS s eval uati on of
the MRO to include the specific reason; e.g., inflation. NOIE: |In the case
of inflation, the RO must highlight the fact that his or her efforts to
remedy the situation with the RS were unsuccessful

(b) Modifications to the "normal" reporting chain or subm ssion
deadl i nes approved by commandi ng general s because of operationa
consi derati ons.

(c) The RS recommends the MRO for accelerated pronotion (see
par agr aph 4003. 7d(3)).

(d) Adjudication of factual differences between the RS s
eval uation and the MRO s statenent related to adverse reports per the
provi si ons of paragraph 5004.

(e) Authorization for the RS to conplete a fitness report on an
of ficer of equival ent grade.

(f) Failure of the MROto submt a statenent after indicating his
or her desire to do so initem2 of section J.

(3) Format. The RO should conplete conments by computer or
typewiter using Courier New size 10 or 12 font.

(a) The RO nust limt coments to the space avail abl e.

(b) The only authorized RO use of an addendum page is for
adj udi cati ng adverse reports.

(4) Style. Vhen preparing this item

(a) Onmt superlative adjectives, superfluous statistics, and
i mpreci se phrasing.

(b) Make conments objective, generic, and witten so as to not
create any unintended val uation of the particular billet.

(c) Nornmal capitalization rules apply. Do not use UPPERCASE
underlining, "quotation marks," boldface, italics, and punctuation (#! &%...)
i n exclamation.

e. ltem5, RO Certification. Sign and date the certification on the date
actual ly conpl et ed.

f. ltem6 (Acknow edgnent by the MRO when the Report is Adverse). |If
the ROs comments nake the report adverse or add new adverse material, the RO
must refer the report to the MRO to:

(1) Signitem6 and record the date signed
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(2) Indicate whether or not he or she will make a statenent by
mar ki ng an "X" in the appropriate bl ock

(3) If making a statenment, the MRO nust prepare the statenent per the
i nstructions in paragraph 5003 using the addendum page (Appendi x C) per the
i nstructions in paragraph 4015.

g. The RO nust conpl ete section K as descri bed above even if the RS
submits a "not observed" or "extended" report. |If an RS does not have
sufficient observation but the RO does, the ROw Il concur with the RS s
i nsufficient observation and conplete section K as descri bed.

3. Administrative Review Process. Regardless of the extent of observation
the RO remai ns responsi ble for conducting an adninistrative review of the
report. Review ng officers nust ensure adherence to policy and are
responsi ble for all subordi nate performance evaluation activities. The RO s
signature in section K of the report certifies that he or she reviewed the
report for adm nistrative correctness per the follow ng guidelines:

a. Review Procedures. The RO should devel op a personalized revi ew
procedure to ensure consistency. Regardless of the RO s chosen procedure, he
or she nust consider the follow ng:

(1) Section A. The RO nust:
(a) Check for accuracy.
(b) Consider the MRO s choices for future assignnments. Are these
consistent with the MRO s experience, capacities, and the needs of the
i ndi vidual and the Marine Corps?
(c) Ensure the RS nmakes the appropriate directed conments in
section | for nmarks and codes requiring directed conments per the provisions

of this Manual.

(2) Sections B and C. The RO nust ensure:

(a) Section B (BILLET DESCRI PTION) entries are consistent with
the duty assignment (descriptive title) listed in item4 of section A and
conformto the style and form standards set forth in paragraph 4004.

(b) Section C statenments describe perfornmance acconplishments
directly related to the duties and responsibilities of the MRO and conformto
the structure and content standards set forth in paragraph 4005.

(c) See Appendix E for sanple sections B and C

(3) Sections Dthrough H Review all justifications for marks of
"A" "F," or "G' to ensure each neets the requirenent of paragraph 4006.5,
and clearly supports either sustained exenplary performance rarely matched by
ot hers or substandard/ adverse perfornance.

4-54



PERFORMANCE EVALUATI ON SYSTEM 4014

(4) Section |. Ensure the RS s conments neet the same standards as
those in section C and do not exceed the space provided. Confirmthat al
directed comments match the renmarks or markings in the appropriate sections
of the fitness report.

(5) Section J. Ensure the proper signatures are entered. |If the MRO
signed item2 indicating the attachnent of a statenment, confirmits presence
and conduct those RO responsibilities outlined in paragraph 5004.

b. Procedures for Adjudicating Adm nistrative Errors and |Infl ated
Reports. Gven the ROs responsibility for ensuring fitness reports adhere
to the policy set forth in this Manual, the RO nust:

(1) Return to the RS any fitness report with adm nistrative errors
requiring correction.

(2) Notify the RS when, in his or her opinion, the fitness report
contains inflated markings, justifications, or coments failing to neet the
standards or spirit of this Mnual.

(a) In such situations, the RO should give the RS the reasons for
returning the report and provide guidance to bring the sane to the accepted
st andar d.

(b) The RO does not have the authority to order the RS to change
any marks, statenents, or conments unless the errors are adninistrative or
factual in nature.

(3) If after discussion, the ROs concerns are not resolved, nmark an
"X" in the appropriate block indicating nonconcurrence with the report.

(4) Provide comrents in item4 anplifying the mark in the nonconcur
bl ock, indicating his or her rationale for nonconcurrence with the report,
the specific iten(s) of concern, and the reconmended change to the
eval uation. For exanple:

(a) During the review process, the RO nay judge that an "F' mark
in an evaluated area is neither supported by the RO s personal observation of
the MRO nor the RS s witten justification. The RO discusses the nark and
its justification with the RS, but the RS insists that both the mark and the
justification are valid.

(b) If the RS will not change the nark and cannot strengthen the
justification to the RO s satisfaction, the RO would indicate nonconcurrence
and provide anmplifying corments sinmlar to the following: "Do not concur
with the RS s mark of "F' in section D-2; justification |acks specificity and
overstates the MRO s proficiency; nore accurate mark is D."
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4015. I NSTRUCTI ONS FOR COVPLETI NG SECTI ON L ( ADDENDUM PACE)

1. Ceneral. The addendum page, Appendix C, is normally the only attachnent
to the fitness report. The exception is as noted in paragraph 6008. 4, when
the MROis a student or special trainee assigned to a non-Marine comand or
institution.

2. Purpose. The addendum page provi des a standardi zed format to the MRO and
all reporting officials for use in the foll ow ng situations:

a. Continuation of RS s:

(1) Narrative on an adverse report if necessary.

(2) Justifications when nore than one attribute in a section requires
justification for an "A "F', or "G marking (see paragraph 4006.5).

(3) Section | comrents when the conbined | ength of directed and
addi ti onal comments exceeds the space in section | (see paragraph 4012. 3).

b. Rebuttal statements fromthe MRO. NOTE: The MRO cannot submit a
rebuttal to a fitness report that is not adverse.

c. Reviewing Oficer’s adjudication and general or senior officer
sighting cormments associated with an adverse report.

d. Reporting Senior’s recommendation for an MRO s accel erated pronotion
e. Administrative reviews addressed in paragraph 6008.

f. Subm ssion of supplenental comrents.

g. Quality control docunentation for HQWVC

3. Administration

a. Appendix Cis the addendum page form (NAVMC 11297 (1-99)(EF)).
b. Type all the information on the addendum page.
(1) Complete Section A (PURPCSE), by conputer or typewriter using
Courier New size 12 font. Type entries within the allotted spaces using

uppercase letters.

(2) Comnplete Section B (TEXT), by conputer or typewiter using
Courier New size 10 or 12 font.

(3) Nornmal capitalization rules apply. Do not use UPPERCASE
underlining, "quotation marks," boldface, italics, and punctuation (#! &%...)
i n exclamation.
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(4) Conplete Section C (SUBM TTED BY) and Section D ( GENERAL/ SENI OR
OFFI CER ADVERSE REPORT SI GHTI NG by conputer or typewiter using Courier New
size 12 font.

(5) Make corrections using correction tape or a typewiter with
corrector, lift-off capability. NOTE: Do not use correction tape for nmatters
dealing with adversity.

(6) M nor pen changes are al so acceptable, however, the person naking
the change nmust initial next to the change.

c. Sign and date using black ink. Do not correct signatures.

d. If nore than one addendum page is necessary for any particul ar
pur pose,
the user must identically conplete itenms 1 through 3 on all pages.

e. Al addendum pages mnust reflect the appropriate page nunber (e.g., 1
of 2, 2 of 2,) of that Marine' s particular subm ssion. For exanple: An MRO s
rebuttal statement is three pages in length, and the RO s statenent requires
two addendum pages.

(1) In the appropriate spaces on the MRO s statenent, mark the
sequential pages 1 of 3, 2 of 3 and 3 of 3.

(2) Mark the ROs statenment 1 of 2 and 2 of 2.

f. Each page of the subm ssion requires the appropriate certifying
si gnat ure.

4., Conpletion Instructions

a. Section L. Mrk an "X" in the block as appropriate to indicate there
i s an addendum page(s) attached.

b. Addendum Page. Conplete as foll ows:

(1) Section A (PURPCSE)

(a) Item1l, (Marine Reported On). Type the information required
in blocks a., b., c., d., and e. exactly as it appears in item1l of section A
on the fitness report.

(b) Item2, (Qccasion and Period Covered). Type the information
required in blocks a., and b. exactly as it appears in item 3 of section A on
the fitness report.

(c) Item3, (Purpose). Type an "X' in the appropriate box |isted
under item 3 indicating the purpose of the addendum page. WMark only one box.
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(2) Section B (TEXT). Conplete per the adm nistrative
i nstructions in paragraph 4015.3b(2).

(3) Section C (SUBM TTED BY)

(a) Type the information required in itens 1-4.

(b) Sign in the space provided and record the date signed in
the appropriate blocks using the YYYY MM DD fornmat. Use black ink

(4) Section D (GENERAL/ SENI OR OFFI CER ADVERSE REPORT Sl CHTI NG

(a) Type the information required in itens 1-5.

(b) Sign in the space provided and record the date signed in
the appropriate blocks using the YYYY MM DD fornmat. Use black ink

5. Special Instructions for Adverse Fitness Reports. Due to the sensitive
Nat ure of adverse fitness reports, reporting officials nmust conplete

addi tional adm nistrative steps when using the addendum page in conjunction
with these reports. See Chapter 5 for specific details.

6. HQMC Use. Headquarters Marine Corps will use block 3f (HQWC Use) of item
3, for internal quality control in conjunction with those reports

adm nistratively reviewed at HQMVC or appropriate clarification of the record
when necessary.

> 4016. | NSTRUCTI ONS FOR BI LLETS | NVOLVI NG CLASSI FI ED DUTI ES

1. Fitness reports will not contain classified informati on. Depending on the
possi bl e I evel s of classification, fitness reports are not rel easable to prono-
tion/sel ection board nmenbers who | ack the required indoctrination for specific
classified programs, and thus, such reports |lose inpact in the pronotion/sel ec-
tion process.

2. Furthernore, those at HOMC with admi ni strative responsibilities in the
auditing, accreditation, and processing of fitness reports are elimnated from
their oversight responsibilities when reports are classified and cannot be
audi ted for accuracy. Those involved in other manpower managenent deci sions
who use performance files are also at a di sadvantage, since classified reports
are not part of the OWPF.

3. Fitness reports for Marines perfornming classified duties will be conpleted
so as not to release classified information. |In addressing the MRO s billet
description (section b), billet acconplishments (section c), justification

bl ock in sections d - h (when applicable) and section i and k comments, avoid
any reference to specific operational or mssion details to elinmnate the
requi renent for classification. |If any entry would result in the rel ease of
classified information, use the word 'classified in place of that entry.

4-58
Ch 8



PERFORVANCE EVALUATI ON SYSTEM 4017

- 4017. 1 NSTRUCTI ONS FOR COVPLETI NG COLONEL REPCRTS

1. Colonel fitness reports will consist of pages 1 and 5, and addendum page(s)
as appropriate.

2. Section Awll be conpleted per the provisions of paragraph 4003.

3. Reporting Seniors are not to conplete sections B and C on page 1. That
i nformation, however, wll be addressed on an addendum page in letter-style
narrative, simlar to general officer reports (paragraph 4002).

4. Gading of the 14 attributes on pages 2, 3, and 4 will not occur. The RS s
consi deration and eval uation of those attributes, however, and required sec-
tion | conents (paragraph 4012), as applicable, will also be addressed in |et-
ter style narrative on the addendum page(s). Additionally, specific coments
on potential for pronotion and assignments to command, staff, and advanced
schooling are desired. The use of addendum pages for all these coments is
essential in fully automating, forwarding, and processing reports. Their use
will not be limted, but concise narrative is desired.

5. "Not observed" (paragraph 3006) and extended (paragraph 3007) fitness
reports require only pages 1 and 5 with justification comments entered in sec-
tion I.

6. Reviewing Oficer evaluation responsibility for conpleting section K

Revi ewi ng O ficer Comments, is per paragraph 4014. |f observation and know -

edge of MRO s performance permts, the RO should conplete items K-1 and K-2 and
grade the conparative assessnent scale, itemK-3. The RO s directed and eval -
uative comments in item K-4 may be extended onto an addendum page, if needed.

7. Al pages with signature lines will be signed, as applicable.
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CHAPTER 5

PROCEDURES FOR ADVERSE AND APPEALED REPORTS

ADVERSE REPORTS

REPORTI NG SENI OR ACTI ON .

MARI NE REPORTED ON ACTI ON .

REVI EW NG OFFI CER ACTI ON.

TH RD OFFI CER ACTI ON

STATEMENTS AFTER THE FACT .
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CHAPTER 5

PROCEDURES FOR ADVERSE AND APPEALED REPORTS

5001. ADVERSE REPORTS

1. Reporting officials must docunent and report unsatisfactory performance,
| ack of potential, or unacceptabl e professional character

a. Do not report mnor flaws or m stakes unless they are significant
enough to affect the MRO s initiative and | eadership potential, or hinder
m ssi on acconpl i shrment.

b. |If the Marine does not inprove after counseling, then the reporting
seni or shoul d docunent the MRO s actions as a pattern of unsatisfactory
per formance and prof essional i sm

c. Oficials nust never damm with faint praise nor hide behind policy
definitions to avoid the responsibility and unpl easant ness of reporting
unsati sfactory performance, |ack of potential, or unacceptable professiona
character.

d. The RS nust tell it as it is, be specific, and avoid vague and
anbi guous | anguage that only serves to confuse the reader

e. The perception that a particular fitness report may reduce the MRO s
conpetitiveness for pronotion, selection, or assignnent is irrelevant in
determ ning whether a report is adverse or not. The adversity is in the
recorded perfornmance, not in perceived future conpetitiveness.

2. Governing Regul ations. The inportance of fitness reports to the Marine
Cor ps demands the reporting chain ensure the accuracy of each report.

a. Reporting officials nust, per Article 1122, U S. Navy Regul ati ons,
refer all adverse reports to the MRO for conpletion of item2 in section J
(CERTI FI CATION) and/or item6 in section K (REVIEWNG OFFI CER COWENTS) as
appropri ate.

b. Reporting officials nmust give the MRO an opportunity to comment on
all adverse material .

c. Athird officer sighter nust sight all adverse fitness reports (see
par agr aph 5005) .

3. Adverse Defined. Specific entries and/or comments can render a report
adver se.

a. Section A

(1) Item6b. A mark in block b. (Derogatory Material) of item6
(Marine Subject To:) indicating the MRO was the subject of derogatory materia
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or incident reports received by the RS fromoutside the reporting chain or
fromwi thin the reporting chain above the RO | evel (see paragraph 4003. 6b).

(2) Item6c. A mark in block ¢ (Disciplinary Action) of item&6
(Marine Subject To:) indicating the MRO was the subject of disciplinary action
during the reporting period or appellate process froma previous period
conpl etes the adjudication process (see paragraph 4003. 6¢).

(3) Item7b. A mark of "NO' initem7 (Qualified for Pronotion).

(4) Item8a. Codes "U' (Unqualified) and "X" (required did not fire)
in block a. (QUAL) of item 8 (Special Information).

(a) Code "U'. The RS nust deternmine if the MROs failure to
qualify resulted froma |ack of effort or negligence on the part of the Mrine
per the provisions of paragraph 10b of MCO 3574.2, Marksnanship
Qualification/Requalification Training with the ML6A2 Service Rifle and M
Service Pistol.

(b) Code "X'. The RS nust deternmine if the MROs failure to fire
was the result of a lack of due diligence on the part of the Marine that
resulted in himor her not getting scheduled on a range detail or ignoring an
assignment to a schedul ed detail

(5 Item8b. Codes "F' (failed) and "RDNT" (required did not take) in
bl ock b. (PFT) of item8 (Special Information).

(a) Code "F'. The score officially recorded in the MCTFS reflects
the MRO s failure of the PFT.

(b) Code "RDNT". The RS nust determine if the MRO was required
to, but did not take the PFT because of a |lack of due diligence on the part of
the Marine that resulted in himor her not getting scheduled for a PFT or
i gnoring a schedul ed PFT.

(6) Item8f. The body fat percentage recorded in block f. (Body Fat)
of item8 (Special Information) is 19 percent or higher for male MRCs and the
MRO i s not diagnosed by an appropriately credential ed health care provider
that the excess weight and body fat condition is the result of an underlying
or associ ated di sease process.

(7) Item8f. The body fat percentage recorded in block f. (Body Fat)
of item8 (Special Information) is 27 percent or higher for femal e MRCs and
t he
MRO i s not:

(a) Wthin the 6 nonth postpartumrecovery peri od.

>CH 2 (b) Pending a fit for full duty determnation by a Medial Oficer
foll owi ng delivery.

(c) Diagnosed by an appropriately credential ed health care
provi der that the excess weight and body fat condition is the result of an
underlying or associ ated di sease process.
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b. Section C. Coments indicating the MRO acconplished bel ow average or
unsati sfactory results.

c. Sections Dthrough H Any mark of "A" is adverse. NOTE. The RS
must justify the mark in the corresponding justification block

d. Section | Comrents

(1) Coments indicating the MROis or was assigned to either the
Wei ght Control or MIlitary Appearance Program as directed by MCO 6100. 10,
Wi ght Control and MIlitary Appearance, at anytine during the reporting
peri od.

(a) Any assignnment to either programreflects a failure to neet
Marine Corps standards and is adverse unl ess an appropriately credential ed
heal th care provider diagnosed the individual’'s condition to be a result of an
underlying or associ ated di sease process.

(b) The RS must highlight the diagnosis in section I.

(2) Coments identifying the MRO s failure to nmaintain an acceptable
mlitary appearance.

>CH 2 (3) Coments identifying a failure by the MROto qualify or requalify
during an annual qualification/requalification training period at anytine
within the reporting period when the RS deens the MRO s failure resulted from
a lack of effort or negligence on the part of the Marine. NOTE: This also
applies to an MRO who fails swmaqualification or MBST testing due to
negl i gence or indifference.

(4) Coments indicating the MRO was required to but did not fire
during an annual qualification/requalification training period at any tine
within the reporting period when the RS deens the MROs failure to fire was
the result of a lack of due diligence on the part of the Marine.

(5) Comments identifying the MRO s failure of a schedul ed PFT during
the reporting period that is not currently reflected in the MCTFS or in item8
(Special Information), block b. (PFT). NOTE: Renedial PFTs that result in a
passi ng score for the MRO do not count for reporting purposes. The RS nay,
however, highlight the passing score in section | as an additional conmment.

(6) Coments pertaining to the MROs drop from or failure at, a
school because of the Marine’s unwillingness to try, cavalier attitude,
unpr of essi onal conduct, or inability to neet required standards are adverse.

(a) Reporting officials nust not, however, penalize a Marine for
| acking the MOS prerequisites for the school or for lacking formal education
or natural abilities or aptitudes to conplete the school

(b) Exanples that are not adverse: Dropped fromflight school or
any entry level technically oriented school because of not having specific
ability or aptitude; not accepted for Drill Instructor or Recruiter School or
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duty because of not neeting ideal psychological profile for that duty. NOTE:
Reporting officials should not base reconmendations for pronotion in these
exanpl es purely on academ ¢ achi evenent, grade point average, aptitude, or
ability to assimlate instruction

(7) Coments identifying acadenic failure in an MOS rel ated schoo
once the Marine already has a primary MOS, and acadenic or |eadership failure
at a PME course of instruction.

(8) Conments identifying the MRO s disenrollnment for |ack of effort
from or refusal to enroll in, a required nonresident PME program These
situations indicate an indifference to professional growh on the part of the
MRO.

(9) Coments identifying al cohol related incidents or reportable
occurrences of al cohol abuse, including driving under the influence or driving
whil e inpaired (see paragraph 3009. 2).

(10) Conments identifying the MRO s failure of Level Il or Il
al cohol rehabilitation treatnent.

(11) Conments in addition to those made in section C or the
justification blocks for sections D - H, describing the noral or professiona
character, performance, or potential of the MRO that reflect:

(a) Afailure to acconplish job assignnents or neet established
st andar ds.

(b) A judgnment of his or her inability to cope with increasing
MOS and professional responsibilities and assignnents.

(c) Aninability to increase life skills and progress
prof essi onal | y.

(d) Poor character.

(e) Dereliction of duty.

(f) Lack of restraint.

(g) | ndebtedness.

(h) Disreputable norals.

(i) Substantiated discrimnation to include sexual harassnent.
(j) Conduct unbecom ng a Marine | eader

(12) Conments concerning the MRO s personal or fam |y problens that
af fect performance or dimnish effectiveness to |ead.
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(13) Comrents pertaining to nedical issues (physical and/or
psychol ogical) that affect the MRO s performance of duties or dimnish his or
her effectiveness as a |leader and reflect a |ack of due diligence within the
limts of the MROs duty status. NOTE: The RS should succinctly address the
facts; not attenpt to nedically diagnose or offer a prognosis.

(14) Comrents identifying periods of UA or declaration as a

deserter.

(15) To further state the MRO has or is correcting any of the
problenms identified in (1)?(10) above, still does not erase the adversity.
- e. Section K, Item3. A nmark of unsatisfactory for the

conmparative assessnent, and the RS has marked none of the 14 attributes with
an "A'(adverse). The RO needs to anplify a mark of unsatisfactory.

f. Section K Conments. The sane definitions of adversity descri bed
for sections A and C ? | above apply to the RO s conments in this section

g. Negative words, phrases, and qualifying adverbs

(1) Most adverse reports contain negative words, phrases, or
qual i fyi ng adverbs such as:

o Does not display .

o] Failed to

o] Unqualified to

o] Lacks the

0 Needs inprovenent in

o0 Usually, sonetines, nornally, generally .

(2) Reporting officials should avoid these negative phrases unl ess
the intent is to render the report adverse.

5002. REPORTI NG _SENI OR ACTI ON

1. Once the MRO has reviewed the report, the RS nust:
a. Ensure the MRO conpletes item2 of section J by:
(1) Signing and dating the report.

(2) Marking the appropriate block indicating his or her desire to
make a statenent.
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b. Ensure conpliance with the provisions of paragraph 5003.

2. Following completion of item2 of section J and the MRO s statenent, if so
indicated, the RS will deliver the report to the RO for review, adjudication,
and forwarding to a third officer for sighting (see paragraph 5005).

3. The RS will not attach additional comments for the record concerning the
MRO s statement; however, the RS may provide infornal conmments to the ROto

assist in clarifying i ssues. NOTE: Do not forward these comrents to the CMC

( MVBB- 32) .

4. If the MROindicates in item2 of section J that he or she has attached a
statenment but subsequently fails to do so within the prescribed time franme (see
par agraph 5003. 3b), the RS should do the follow ng:

a. Confirmthe absence of the statenent.

b. Forward the report to the ROand informhimor her of the MRO s failure
to attach a statenent.

5003. MARI NE REPCORTED ON ACTI ON

1. By close of business of the first working day following the day the MROis
provi ded a copy of the report, the MRO nust:

a. Sign and date item 2 of section J of the original report.

b. Indicate in the appropriate block of item2 of section J a desire to
make or not to make a statenent.

2. Wen the MRO indicates there is "no statenent to nake", the report is
assuned accurate as witten.

3. \When the MRO desires to nake a statenment, the foll ow ng gui dance applies:

a. Conplete the statenent using an addendum page (Appendi x C) per the
i nstructions in paragraph 4015.

(1) The MRO s statement nust conformto Article 1122, U S. Navy Regu-
| ati ons regardi ng tenperate | anguage, linmtation to facts, and performance of
duty during the period of the report.

(2) This is not the forumfor surfacing issues nore tinely and appro-
priately handled at request nast or through an Article 138, UCMIJ, Conpl aints of
W ongs.

b. The MRO has 5 working days after referral of the report to return the
conpl eted statement to the RS

4. If the ROs comments initem4 of section Kintroduce new adverse materi al ,
The MRO nust:
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a. By close of business of the first working day follow ng the day the
MRO reviews the ROs comments, sign and date item 6 of section K

b. Indicate in the appropriate block of item6 of section K a desire to
make or not make a statenent.

c. Wen the MRO indicates there is no statenent to nmake, the report is
assuned accurate as witten.

d. Wien the MRO desires to nake a statenment, the same gui dance as noted

i n paragraph 5003.3 applies with the exception that the MRO nust return the
conpl eted statement to the RO vice RS

5004. REVIEW NG OFFI CER ACTI ON

1. In the event the MRO attaches a statenent that disagrees with the RS as
to matters of fact, the RO nust:

a. Take action to resolve inconsistencies and di sagreenents.

b. Solicit input fromthe RS, appropriate staff officers, commanders,
and senior enlisted advisors when their comments help to clarify factua
di fferences between the report and the MRO s rebuttal. NOTE: Wile in
certain situations separation by tinme and di stance nay prevent the RO from
having first hand observation of the MRO and RS rel ati onship, the RO shoul d
enpl oy every reasonable effort to adjudicate the report.

c. Indicate initem4 of section K or on an addendum page, if necessary,
the actions taken and findings of fact.

2. \Wen the MRO s statenment adds new information that the RS did not
previously address in his or her cooments, the RO nust determne the validity
of the new information, and indicate findings and actions taken

3. The RO nust not attach additional docunmentation in the formof third
party statenents in support of either the RS or MRO positions to the report.

a. This does not preclude the RO fromresearching and obtaining such
statements and comenting on the findings in resolving the issues of the
case.

b. Wwen it is not possible to resolve differences, the RO nust state
this fact and explain why in his or her coments.

4. Upon conpletion of section K, the RO nust forward the conpleted report to
the third officer for sighting. NOIE: |f the RO adds new adverse materia
see paragraphs 5004.5 bel ow

5. If the ROs coments add new adverse material to the fitness report, the
RO nmust show the report to the MRO

a. Once the MRO has reviewed the report, the RO nust:
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(1) Ensure the MRO conpletes item6 of section K by:
(a) Signing and dating the report.

(b) Marking the appropriate block indicating his or her desire to
make a statenent.

(2) Ensure conpliance with the provisions of paragraph 5003.

b. The ROw Il provide a copy of the report (not the original) to the
MRO to aid in preparation of his or her statenent.

c. Transfer of either the MRO or the ROis not a valid reason for
failing to show the report to the MRO. |If necessary, the RO should nail a
copy of the report to the MRO for acknow edgnent and return

d. Following conpletion of item®6 of section K and the MRO s statenent,
the ROwi Il deliver the report to the third officer for sighting (see
par agr aph 5005) .

e. The ROw Il not attach additional comments for the record concerning
the MRO s statenent; however, the RO nay provide informal conmments to the
third officer sighting to assist in clarifying issues. NOTE: Do not forward
these coments to the CMC (MVBSB- 32).

6. The RO nust conplete the review action, to include forwarding for third
of ficer sighting, in sufficient tine to ensure the report arrives at HQMC
within 30 days after the end of the reporting period.

a. If the MROor RSis transferring, reporting officials should nake a
concerted effort to resolve differences while the principals are stil
present.

(1) The sane applies if the ROis transferring.
(2) Reporting officials should strive to ensure the RO of record at
the tinme the report ended is the RO who attenpts to resolve any differences

and arbitrates the report.

b. Reviewing officers are encouraged to inform as a courtesy to the
Marine, the MRO of their action

7. In situations when the MRO indicates in item2 of section J that he or
she has attached a statenment but subsequently fails to do so within the
prescribed tinme frane, the RO should do the follow ng:

a. Confirmthe absence of the statenent.

b. Coment in item4 of section K (Reviewing Oficer Cooments) on the
fact that the MROindicated in item2 of section J that he or she has

attached a statenent but has failed to do so.
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c. Continue to process the report per the provisions of this Mnual

5005. THI RD OFFI CER ACTION. A third officer nust sight all adverse fitness
reports per the follow ng guidance

1. Adverse Oficer Reports. A general or flag officer (or the SES
equivalent) within that chain of command will sight all adverse officer
reports. |f the next |evel above the RO is the Commandant of the Marine
Cor ps, a designated general officer at HOMC will sight the report.

2. Adverse Enlisted Reports. The next officer in the reporting chain senior
to the RO normally the ROs reporting senior, will sight all adverse
enlisted reports. Do not, however, sight the report bel ow the operationa
battalion or squadron conmmandi ng officer |evel

3. The third officer sighting the report will conplete his or her action
usi ng an addendum page (Appendi x C) per the provisions of paragraph 4015.

a. The third officer nust:

(1) Take action to resolve inconsistencies and di sagreenents when the
MRO s attached statenment disagrees with the RO as to matters of fact.

(2) Take action to deternmine the validity of the new information
when the MRO s statenent adds new information that the RO did not previously
address in his or her conments.

(3) Indicate the actions taken or findings of fact on an addendum
page.

b. Since the third officer is in many cases renoved fromfirst hand
know edge of what is being reported, input fromthe RO and appropriate staff
officers, commanders, and senior enlisted advisors is inportant when their
conments are applicable.

c. If the third officer’s remarks add new adverse material, refer the
remarks to the MRO for acknow edgnent and the opportunity to nmake a
statement. NOTE: Should the MRO rebut, the third officer nmay nake cl osing
comments, if deened appropriate.

d. The third officer should forward the conpleted report to the CMC
(MVBB-32) within 30 days after the end of the reporting period.

4. Ceneral Oficer Reviewing Oficers. Wen the ROis a general or flag
of ficer (or the SES equivalent), third officer action as descri bed above is
not required. |If the MRO has a rebuttal to the general officer’s review
conments, the general should conment on that rebuttal for clarification as
appropri ate.




5006 PERFORMANCE EVALUATI ON SYSTEM

5006. STATEMENTS AFTER THE FACT

1. The purpose of the MRO s statenent is to allow presentation of both sides
of the issue in an attenpt to resolve any m sunderstandi ng or m sinformtion
during preparation of the report. This action should occur prior to

subm ssion of the report with all the principals at hand.

2. Wen the MROindicates in item2 of section J or item®6 of section K "I
have no statenent to nmke,"” it should be absolutely clear to the Marine that
the expressed desire not to submt a statenent presunes no basis for one.

3. The CMC will not meke any further provisions to accept a statenment after
the fact.

5007. ACTI ON WHEN THE MRO REFUSES TO SI GN THE REPORT

1. If the MROrefuses to sign either item2 of section J or item6 of
section K, the reporting officials nust counsel the MRO on the ramnifications
of his or her decision. Ensure the MRO understands the foll ow ng:

a. Acknow edging the report and naking a statement is the MRO s
opportunity to communi cate with the CMC and rebut the report.

b. When the MRO refuses to sign and acknowl edge the report, it is
assuned the MRO has no statenent to nake and that the report is accurate as
witten.

c. Per paragraph 5006 above, the MRO cannot submit a statenent after the
fact.

d. Refusal to sign the report constitutes a violation of a witten order
and subjects the Marine to puni shnent under the UCMI.

2. If the MROstill refuses to sign the report after being counsel ed, the RS
or RO as appropriate, will rmake a directed comment in section | or item4 of
section K respectively. The comrent nust include a statenent that the MRO
refuses to sign the report.

5008. APPEALS TO PREVI QUSLY SUBM TTED REPORTS

1. The MRO may appeal any report that he or she believes is incorrect,
i naccurate, or in violation of the policies and instructions in this Manua
once the report is a matter of official record.

2. The MRO nust subnmit appeals to the Board for Correction of Naval Records,
via the Commandant of the Marine Corps (MMER) per MCO 1610. 11, Perfornance
Eval uati on Appeal s.

3. The appeal process is not a substitution for an attenpt at proper

resol ution of an adverse report during its preparation and review. Reporting
of ficials nmust endeavor to thoroughly adjudicate the report or resolve any
perceived injustice before submitting the report to HQWC
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- 5009. I NCIDENTS IN PRI OR REPORTI NG PERI CD

1. Adverse incidents which occurred in a prior reporting period, but which
only cone to light, or finally resolved in a succeeding period, are to be
reported in the reporting period during which the information was made

known and resolved. This is normally the case when pending mlitary or civil-
ian judicial actions result in convictions, or pending review boards or inves-
tigations are conpleted and findings approved in the succeedi ng periods, as
applicable. As per paragraph 4012.5a, such pending actions requiring resolu-
tion are not reportable until finally resol ved.

2. Conversely, incidents known in a prior reporting period that were final -

i zed and resolved in that period but went unrecorded, need to be docunented on
an Addendum Page for the applicable period by the RS and RO of record for that
period. In the event the RS or RO of record are not available, or do not
respond to requests to docunent the incidents, then the current reporting offi-
cials will followthe procedures in paragraph 5009.1 by reporting the incident
in the next report due on the MRO. The new adverse

mat erial needs to be referred to the MRO, any rebuttal reviewed and adj udi -
cated, and the new information third sighted.
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CHAPTER 6
SPECI AL | NSTRUCTI ONS

6001. GENERAL | NFORMVATI ON. Considering the diversity of units, mssions, and opera-
tional circunstances inherent to the Marine Corps, it is inpossible to

adapt all of the instructions contained in the preceding chapters to al

Marines. Consequently, this chapter identifies known exceptions and gives

speci al gui dance

6002. WAI VERS OF POLI CY

1. Al waivers for special situations previously approved will remain in effect unless
directly notified otherwi se. Comranders should submt requests for new wai vers or nodi-
fication to existing waivers as appropriate.

2. It is incunmbent upon all reporting officials and conmanders to apply the
polici es contai ned herein.

a. Commanders and reporting officials nmust identify those situations that are
uni que and require nodifications to acconplish the objectives outlined in chapter 1.

b. After a thorough examnination of this Manual, commanders and reporting officials
who, based on their particular situation, identify the need for a waiver of any section
of this Manual shoul d:

(1) Request the waiver fromthe CMC (MVBB-30) via their chain of conmand.

(2) Adhere to the policies in this Manual until they receive approval of the
wai ver request.

3. Certain cases of geographically isolated units and Marines, wherein the

standard reporting chain cannot be reasonably established, may require a waiver for RO
authority. Applicable Marine Corps orders that standardi ze situationally unique report-
i ng chains are MCO 5401. 2, Command Rel ati onships for Marine Security Forces (MCSF) and
O her Marine Corps Units Assigned to Navy Commands; MCO P1510. 94, SOP for Resident
Enlisted PME.

6003. COVBAT AND OPERATI ONAL DEPLOYMENT SI TUATI ONS. The provi sions for
submitting fitness reports by units involved in conbat or uni que operationa
depl oynent situations are as follows:

1. Reporting Chain. Commandi ng generals may nodify reporting chains as
necessary when these situations dictate.

2. Submission Deadline. If the situation dictates, waivers to the subni ssion
deadline for fitness reports (30 days after the end of the reporting period) nmay be
granted per paragraph 7004.

3. Fitness Report Preparation. Reporting Oficials may submt handwritten
reports under extrenely unusual circunmstances such as conbat.

a. Wien all required section A admnistrative data is not available, the RS can sub-
mt partially conpleted reports.
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b. Upon receipt at HQWC, the Perfornance Eval uation Section (MVSB-30)
wi Il take necessary action to ensure the conpletion of the reports for process-

i ng.

c. For such reports, it is critical that at |east the nanmes and soci al
security nunbers of the MRO, RS, and RO be accurate

4. Mssing or Prisoner of War Status

a. Reporting seniors nmust submit DC reports upon placenment of the MROin
a mssing status as a result of being:

(1) Mssing in action.
(2) Captured by a hostile force.

(3) Interned or detained by a foreign country agai nst his or her
will.

b. The "to" date for the report is the declaration date of the MRO s
speci fic status.

- 5. Conbat Report Criteria

a. The MRO nust be in a designated crisis code area, and nmust be sub-
jected to hostile fire in conbat operations against an enemy or in direct sup-
port of those engaged in hostile fire with an eneny.

b. Specifically; the MRO nust have been under fire, or returning fire,
or directly supporting those under fire with supporting arns, or in direct ser-
vi ce support within the i mediate conbat area, or in a | eadership or staff sup-
port role directly coordinating actions in the conbat area. Actions neeting the
eligibility for the Conbat Action Ri bbon or Strike/Flight Air Medal nake a com
bat report a certainty.

c. The above actions, as applicable, should be commented upon in
attribute justification blocks, if appropriate, or in section | and section K
conment s.

6004. ACADEM C AND TRAI NI NG DUTY

1. Report acadenic and training duty as a student |ike regular duty. Reporting
of ficials must observe and report all aspects of a Marine's performance,
potential, and professional character, as appropriate.

2. Submt fitness reports for Marines attending school or formal courses of
instruction as a result of PCS/ TEM NS orders per the submn ssion requirenents
outlined in Chapter 3.

3. Wwen a Marine is attending a formal course of instruction in a TAD status
for 90 or nore days, the follow ng gui dance applies.

a. Per paragraph 3004.6, the RS at the parent command nmust subnit a
"to tenporary" (TD) report when the MRO departs for instruction

b. Per paragraph 3004.7. the MROs RS at the formal course of
i nstruction nmust submit a "fromtenporary duty" (FD) report upon conpl etion of
the MRO s instruction.
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(1) If the MRO is dropped or disenrolled froma formal course or schoo
in less than 90 days the RS nust conplete an FD report and fully explain the
reason in section |I. NOTE: Drops or disenrollnments for cause are adverse and
require the appropriate processing per Chapter 5.

(2) The additional reporting requirements for Marines in a tenporary duty status
identified in paragraph 3004.7f apply.

4. When a Marine is attending a fornmal course of instruction in a TAD status for a
period of 31 to 89 days, the follow ng gui dance appli es.

a. Per paragraph 3004.6, the RS at the parent conmand nust subnit a "to tenporary"”
(TD) report when the MRO departs for instruction

b. Per paragraph 3004.7, the MROs RS at the fornmal course of instruction nmust sub-
mt a "fromtenporary duty" (FD) report upon conpletion of the MRO s instruction

(1) The RS may submit a not observed report. NOTE: This is an exception to the pro-
vi si ons of paragraph 3005. 1.

(2) If the MRO is dropped or disenrolled froma formal course or school in |ess
than 90 days, the RS nust conplete an FD report and fully explain the reason in section
I. NOTE: Drops or disenrollnments for cause are adverse and require the appropriate pro-
cessing per Chapter 5.

(3) The additional reporting requirenents for Marines in a tenporary duty status
identified in paragraph 3004.7f apply.

5. Wen a Marine is attending a fornal course of instruction in a TAD status
for 30 or |less days, the follow ng gui dance applies.

a. No fitness report is required.

b. The RS at the MRO s parent command shoul d address the MRO s attendance at the
formal course of instruction in section C and/or section | of the MRO s next report.

6. Per paragraph 4003.3c, the RS nmust enter the one-letter code "X in item3c (Type
Duty) of section A for all Marines performng acadenic or training duty as students.

7. Subnmit an RT report per paragraph 3004.13 for SMCR or | RR nenbers attending
school or a formal course of instruction lasting 30 days or |ess.

8. Subnmit fully observed reports to the extent possible. Observed reports are
particularly crucial for conpany grade officers in a training status needing
m ni num observed tine for consideration for augnentation

a. Section B nust reflect the nature of the program of instruction.

b. Section C nust include course conpletion, class standings, etc.

c. Reporting seniors nust evaluate the MRO in as nany of the attributes in section
D - G as possible.
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d. Reporting seniors should conplete section |, naking directed and addi -
tional conmments as appropriate.

e. Reviewing officers must conplete section K; however, conpletion of
items 3 (Conparative Assessnent) and 4 (Reviewing Oficer Comments) are
optional on reports for MROs undergoing entry level training as TBS and initial
MOS qual i fyi ng school s.

9. \When the MROis at a non-Marine command or instruction, paragraph 6008. 4
may apply.

6005. FITNESS REPORTS FOR DEFENSE COUNSEL OR M LI TARY JUDGES

1. Defense Counsel. MCO 5800.11, Organization of Defense Counsel in the
Mari ne Corps, defines the reporting chain and policies for judge advocates
assigned duties as defense counsel. The MRO may receive a simultaneous report
(see paragraph 2010.3) fromthe | ocal command, only for performance of nonde-
fense counsel responsibilities provided the MRO perforns additional signifi-
cant duties and responsibilities for that conmand.

2. Mlitary Judges. Applicable mlitary judiciary instructions define the
reporting chain for a Marine Corps judge advocate assigned to performduties as
a mlitary judge. Fitness reports shall conformto the general policies
described in this Manual and instructions provided by the Judge Advocate Gen-
era

of the Navy, the Chief Judge of the Navy-Mrine Corps Trial Judiciary, or the
Chi ef Judge of the U.S. Navy-Marine Corps Court of Crimnal Appeals.

3. Oficers Assigned to the Navy-Marine Corps Court of Crimnal Appeals.
Reporting officials nmust eval uate the perfornance of a judge advocate assi gned
to ajudicial billet as an appellate judge with a view toward assessi ng that
of ficer's performance and conduct during the reporting period, while at the
same time fully supporting the fundamental principle of decisional indepen-
dence.

a. Reporting officials nust not base their evaluation on a judge's judi-
cial opinions, rulings, or the results thereof.

b. Evaluation of an appellate judge may include the officer's know edge
of criminal |aw and procedure, judicial deneanor, industry, adherence to rules
of procedure and ethics, clarity and quality of witten opinions w thout regard
to the decision ultinmately reached, managenent ability (when applicable), col-
legiality, and significant nonjudicial contributions to the service or |oca
comuni ty.

6006. REMEDI AL PROMOTI ON. For cases concerning the renedial pronotion of a
corporal to sergeant that include a backdated date of rank, the RS nust submt
a "not observed" (DC) report.

1. The "from' date for the report is the MRO s backdated date of rank
2. The "to" date for the report is the date of the MRO s actual pronotion

3. The RS nust include a directed corment in section | stating the MRO s
pronoti on date and date of rank. Exanple: A corporal is pronbted to sergeant on
2 June 1999 and given a DOR of 1 October 1998. Section | should state
"Renedi al | y Pronpted 19990602, DOR 19981001"
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6007. SET ASI DE/ DI SAPPROVED GRADE REDUCTIONS. If a grade reduction is
remtted:

1. The RS who subnmitted the GC report nust resubmit the report as a DC
report that excludes any reference to the NJP or court-nartial

a. |If any findings of guilt or punishment remain in effect, the RS nust
reference themin section | of the DC report.

b. If the report includes reference to any findings of guilt and
puni shment remaining in effect, the RS nust:

(1) Ensure the MRO signs item2 of section J (Certification by the
MRO when the Report is Adverse).

(2) Ensure conpliance with the provisions of Chapter 5 of this
Manual

2. The RS nust submit the DC report under a separate cover letter that
docunents the appellate action and identifies the reinstated date of rank

6008. REPORTI NG OFFI CI ALS FOR MARI NES SERVI NG EXTERNAL TO MARI NE CORPS

1. Reporting Oficials. Reporting officials for Marines serving external to
the Marine Corps nmust adhere to the provisions of this Manual and, to the
extent possible, understand and consider Marine Corps val ues when conpl eting
a fitness report.

a. Either the Reporting Senior or Reviewing Oficer is a Marine. |If a
Marine normally functions as either the RS or RO according to the standard
reporting chain defined in paragraph 2002, process the report per the
gui dance of this Manual. The RO nust forward the conpleted report to the CMC
(MVBB-32) per the provisions of Chapter 7.

b. Neither the Reporting Senior nor Reviewing Oficer is a Mrine.
Organi zations should strive to include a Marine in the reporting chain. In
t hose cases, however, when neither the RS nor the ROis a Marine officer, the
fol |l owi ng gui dance appli es:

(1) Reporting officials should seek the assistance, if available, of
the senior Marine representative in the conmand or agency in preparing the
report.

(2) Follow ng preparation and review, the RO nmust forward the report
to the senior Marine representative if one is avail able.

(3) The senior Marine representative nust review the report for
admi ni strative and procedural correctness and forward the report to the CMC
(MVBB-32) per the provisions of Chapter 7.

(4) For reports on the senior Marine representative in the comand,
staff, or agency, the RO nust forward the conpleted report to the Marine
Cor ps agency that sponsors the billet.
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(a) The sponsoring agency will administratively review the report
and forward it to the CMC ( MVBB- 32).

(b) Ensure reports arrive at the HQMC agency in sufficient tine
to allow forwarding of the report to the CMC (MVSB-32) no |ater than 30 days
after the end of the reporting period.

(5) If the RO (as defined in paragraph 2004) is not in the genera
proximty of, or because of organizational structure would be unfamliar with
the MRO, the RS, with the approval of the RO of record will:

(a) Request the senior Marine representative, if avail able,
function as the RO of record (provided he or she is the same grade or senior
to the RS)

(b) If a senior Marine representative is not avail able, forward
the report for fornmal review to the Marine Corps agency that sponsors the
billet.

(c) Forward the report with an addendum page that states that
reviewis not feasible in the field and requests that the sponsoring agency
review the report (see paragraph 4015).

(d) Followi ng review, the sponsoring agency will forward the
report to the CMC ( MVBB- 32) .

c. Marine Corps agencies sponsoring billets external to the Mari ne Corps
must provide the Marines in these billets with the necessary gui dance and
support to assist their reporting officials when necessary.

2. Senior Mrine Representative

a. The senior Marine representative of the command, staff, or agency
wi |l assist reporting officials by:

(1) Providing non-Mari ne RSs or ROs gui dance and education on the
policies of this Mnual.

(2) Reviewing reports for adm nistrative and procedural correctness.

b. After reviewing the report, the senior Marine representative nust
attach an addendum page to the report per paragraph 4015, marking item 3d
i ndicating he or she admnistratively reviewed the report.

c. As appropriate, the senior Marine representative may provide conments
pertaining to Marine Corps related responsibilities, standards, and val ues.
Do not comrent on the MRO s regular duties nor the reporting official’s
evaluation. NOTE: |If the comments add adverse material, the senior Mrine
representative nust refer the report to the MRO for acknow edgnent and the
opportunity to nmake a statenment per Chapter 5.
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d. The senior Marine representative nust function as the RO of record
when requested to do so by the RS per paragraph 6008. 1b(5)(a) above, because
the RO (as defined in paragraph 2004) is not in the general proximty of, or
because of organizational structure, would be unfamliar with the MRO. G ade
requi renents per paragraph 2010.4 apply.

3. Marine Reported On

a. Provide the RS with a conpleted section A and billet acconplishnents
as appropriate.

b. Assist the RS or ROin obtaining a copy of, and interpreting policy
in, this Manual.

4. Special Requirenments of Non-Marine Conmands. The foll ow ng procedures
apply to Marines assignhed as students or special trainees at other service
comands, agencies, or institutions; or to an exchange program w th anot her
country that conplete perfornmance eval uations using their own standard form
and val ues:

a. Wen a fitness report is due, the MRO s admi nistrative support unit
wi Il prepare section A of the USMC Fitness Report, NAVMC 10835A-E
(Rev. 1-99(EF)). The unit wll:

(1) Mark item5 (Special Case) of section A "not observed”
(2) Conplete section B of the report per paragraph 4004.

(3) Corment in section | as follows: "Attachnment is the unique
performance eval uation formrequired by this (conmand/institution).”

b. The MROw I| deliver the USMC fitness report to his or her RS
requesting that the service or agency uni que performance evaluation (in
what ever form be attached to the fitness report.

(1) When acconplished, the MRO nust have the RS sign item 1 of
section J and have RO sign item5 of section K The RO should not conplete
items 1-4 of section K

(2) Mail the fitness report with the attached servi ce/agency unique
formto the CMC (MVSB-32) per Chapter 7.

c. Reporting officials for Marines assigned to other service commands,
agencies or institutions as permanent personnel, i.e., instructors, liaison
duty, staff nmenbers, and the like, nust evaluate the MRO using the USMC
Fitness Report form per the provisions of this Manual.
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CHAPTER 7

HANDLI NG AND SUBM SSI ON OF COVPLETED REPORTS

7001. CGENERAL | NFORVATI ON

1. Per paragraph 4001.2 reporting officials nust safeguard the sensitivity
and privacy of fitness report information

a. Each command and reporting official rmust establish and enforce proce-
dures to ensure the treatment of conpleted fitness reports as privileged infor-
mati on.

b. Limt access of conpleted reports to persons requiring know edge of
such reports.

2. Timely submssion of fitness reports is critical. Reporting officials
must ensure the CMC (MVBB-32) receives conpleted reports within 30 days of the
end of the reporting period.

3. Per paragraph 2011 reporting officials should nmaintain a personal copy or
sufficient personal notes for at least 5 years to ensure that, if required by
circunstance, an accurate reconstruction of the report is possible. This

i nformati on nmust not be provided to others, |eft behind upon detachnment (to

i ncl ude conputer hard drives), or naintained as a system of organizationa
files.

7002. ATTACHMENTS TO REPORTS

1. The only attachnent allowed to a fitness report is the Addendum Page
(Appendi x C). NOTE: The only exception is for other service or agency unique
eval uation fornms per paragraph 6008. 4.

2. Submit all other material (conmendatory, derogatory, or admnistrative)
appropriate for inclusion in the Marine's OWF via separate cover letter to
the CMC ( MVBB-20), per MCO P1070.12, IRAM and this Order

> 7003. CLASSI FI ED REPORTS

1. Cdassified fitness reports are not authorized. Because of the dynam c
envi ronnent surrounding Marines filling billets involving classified duties,
and because of the diverse circunstances and nature of those duties, personnel
involved in the daily receipt, processing and review of fitness reports do not
have a need to know the nmpbst current sensitive situations.

2. Paragraph 4016 provi des guidance for preparation of reports for Marines
serving in billets with classified duties.

0 W
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7004. MODI FI CATI ONS TO SUBM SSI ON DEADLI NES FOR COVBAT AND OPERATI ONAL
DEPLOYMENT SI TUATI ONS

1. Wen conbat or other unique operational deploynent situations preclude the
tinmely submi ssion of fitness reports to HQMC within 30 days of the end of a
reporting occasi on, commandi ng generals may grant extensions up to 60 days to
reporting officials.

a. These extensions are for specific situations only and do not consti -
tute a continuing authorization.

b. Wen granted an extension, the RO nust note the approval of the exten-
sion in section K indicating the commandi ng general's wai ver approval for the
subm ssi on deadl i ne.

2. \When conbat or other unique operational deploynent situations preclude the
timely submission of fitness reports to HQMC within 30 days of the end of a
reporting occasion, and the anticipated delay fromend of reporting period
exceeds 90 days, waiver approval nust come fromthe CMC ( MVSB- 30).

a. Reporting officials nust proactively request the waiver fromthe CMC
(MVBB-30) via their chain of conmand.

b. When granted an extension, the RO nmust note the approval of the exten-
sion in section Kindicating the CMC s (MVBSB-30) waiver approval for the sub-
m ssi on deadl i ne.

3. Failure to indicate either CG or CMC waiver authority would result in the
report being processed and recorded as a late report.

7005. SUBM SSI ON OF COVPLETED REPORTS. Submit conpleted reports as follows:

1. Reviewing officers at the battalion or squadron level (if other than the
battalion or squadron commander) will forward the report via the unit's
comand el enent .

2. Expedite reports for Marines who are in zone for consideration for prono-
tion or are eligible for consideration before the Oficer Retention Board (ORB)
or other selection boards.

3. Submit reports for Marines serving external to the Mrine Corps per the
special instructions contained in paragraph 6008.

4., Submt reports electronically per the provisions of Appendix F
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5. Aternatively, submt reports in paper fornmat as foll ows:

a. Fitness report forns are designed for use with optical character
recogni tion equi pnent. Reporting officials and conmmanders nust ensure al
personnel handl e and process reports with care.

(1) Do not staple, fold, or damage reports.

(2) Package the reports to protect agai nst damage and fol di ng during
mai | i ng.
b. Ml the conpleted report to the Commandant of the Marine Corps

(MVBB- 32), Headquarters, U. S. Marine Corps, 2008 Elliot Road, Quantico, VA
22134-5030.

7006. ACCESS TO COVPLETED REPORTS

1. Paragraph 2800 of the Marine Corps Manual provides authorization for
i ndi vidual Marines to access and review their fitness report records on file

at HQWC.

2. The CMC (MvBB) provides feedback on continuity of reports, conpleteness
of records, and performance by mailing all MROs a copy of their Master Brief
Sheets (MBSs) on an annual basis, supplying MBSs and OWFs upon request, date
gap notification via unit diary advisories, and with OLPERS (see paragraphs
8008, 8009, and 8013).

3. Individuals can request a copy of their MBS and/or OWF using the form at
Appendi x H
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CHAPTER 8

HEADQUARTERS MARI NE CORPS FUNCTI ONS

8001. GENERAL | NFORVATI ON

1. The Performance Eval uation Section (MVSB-30) of the Personnel Management
Support Branch (MVSB), HQMC i nplenents the policy and procedures, and
collects, maintains, and provides essential data to support the CMC s

per sonnel managenent responsibilities (assignnment, retention, and pronotion
of Marines). The Section provides guidance and assistance to Marines in the
application and adm ni stration of the PES.

2. Individuals can access information concerning the PES and ot her MVSB
functions via MVSB's website at www. mrsb. usnc. mil .

8002. RESPONSI BI LI TI ES

1. Policy and Research. Responsibilities include ensuring the PES remains
focused on val ues and standards of the Marine Corps and that the system
functions effectively, providing guidance and interpretation to the field,
and HQMC as applicable. Specific tasks:

a. Supervise adherence to PES policy, to include identification of
nonconpl ying reporting officials.

b. Supervise the PES education programfor the Marine Corps.

c. Receive, review, staff, and reconmend di sposition of necessary
corrections to fitness report records.

d. Prepare advisory comments on petitions to the Performance Eval uati on
Revi ew Board (PERB) and Board for Correction of Naval Records (BCNR)
regardi ng PES policy.

e. Respond to requests for waivers of established PES policy.

f. Provide liaison with other branches of the mlitary regarding
performance eval uation natters

g. Conduct research, evaluate performance eval uation trends, and
recommend policy changes as appropri ate.

h. Provide personnel to act as augnentee inspectors addressing PES
matters for the 1 G USMC

2. Fitness Report Processing. Responsibilities include ensuring fitness
reports are admnistratively and procedurally correct, and processing the
reports into the autonated system per the provisions of this Mnual.

Speci fic tasks:
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a. Ensure reports are admnistratively correct.

b. Audit fitness reports for adherence to policy.

c. Enter fitness reports into the data base and ensure their accuracy.
d. Reconstruct those reports which are mssing fromthe OVPF.

e. Prepare the correspondence necessary for foll owup action to correct
erroneous reports.

3. Fitness Report Accountability. Responsibilities include hel ping Marines
ensure their fitness report records are conplete and current, and preparing
correspondence as necessary to obtain any missing reports. Specific tasks:

a. Supervise policies regarding accountability of required fitness
reports and audits of fitness report records.

b. Provide unit diary notification to reporting units concerning date
gaps for all Marines.

4. Corrections. Responsibilities include correcting all identified errors
on fitness reports prior to processing the report or upon identification of
errors in existing performance eval uation records per paragraph 8007.

Speci fic tasks:

a. Correcting admnistrative errors at this Headquarters, if possible.
b. Returning reports to the field for correction

(1) The Performance Eval uation Section will return these reports to
RO for distribution.

(2) Al returned reports will include a notation sheet with an
expl anation of why the report is being returned.

8003. ORGANI ZATION. To acconplish its mssion, the Perfornmance Eval uation
Section is organized into the primary functional units of Policy and
Research, Fitness Report Processing, and Reserve Matters. The descriptions
of these units in the foll ow ng paragraphs provide reporting officials and
eval uated Marines a better understandi ng of avail able support.

1. Policy and Research Unit (MVSB-31). The Policy and Research Unit
(MVBSB-31) is responsible for fitness report policy, research, correction, and
accountability for all active duty personnel. Commanders who have inquiries
or who are assisting their Marines with perfornmance record problens, should
direct their correspondence to the CMC ( MVBB- 31).

2. Fitness Report Processing Unit (MVBB-32). The Fitness Report Processing
Unit (MVBB-32) is responsible for initial screening and processing of al
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fitness reports into the automated system forwarding correct reports to the
CMC (MVBB-20) for inclusion in the OWF, and providing liaison for MVSB board
support.

3. Reserve Matters Unit (MVEB-34). The Reserve Matters Unit (MVBB- 34)
specifically nonitors Reserve Conponent issues and nanages fitness report
matters that are unique to Reserve organi zati ons and functions.

a. Reserve commanders who have inquiries or who are assisting their
Marines with perfornmance eval uation issues, should direct their
correspondence to the CMC ( MVEB- 34).

b. Menbers of the IRR should correspond directly to the CMC ( MVSB- 34).

8004. EDUCATION. The keys to preserving and inproving the quality of

per formance eval uati ons are know edge and understandi ng of PES policy and
Marine Corps values. This is achieved through the education of all reporting
officials. The CMC acconplishes this goal as follows:

1. Performance Eval uation System Manual. Commanders will ensure that RSs,
RGs and senior enlisted advisors have access to, and understand, all current
PES directives.

2. Formal Schools. Al officer and enlisted professional mlitary education
courses of instruction, taught through the Marine Corps Conbat Devel opnent
Conmmand, will contain instruction devoted to the PES.

3. Unit Training. Conmanders will ensure that all MROs and reporting
officials are know edgeabl e of applicable provisions of the PES.

8005. MASTER BRI EF SHEET (MBS). The MBS is a ready reference docunent used
in the personnel nanagenent process. The MBS provides key personal data and
a summary of a Marine's perfornance eval uation record. The MBS has two
sections:

1. Header Data. Provides service information extracted directly fromthe
MCTFS (see Appendix J).

2. Fitness Report Listing. Provides a synopsis of all reports recorded in
the system and reflects data taken fromsections A, D, E, F, G H, and item
2 of section K of the fitness report (see Appendi x K)

8006. OFFICIAL M LI TARY PERSONNEL FILE (OWF). The OWPF contains a Marine's
conmplete mlitary history fromthe day of entry into the Marine Corps through
the present. Marine Corps Order P1070.12, IRAM contains a listing of

mat eri al appropriate for insertion in the OWF. The Records Managenent
Section (MVBB-20) maintains the OWF. The OWF consists of the follow ng

di stinct informational areas:
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1. S Folder (Service Infornation). Contains service conputation and ot her
pertinent administrative information

a. Service Conputation Information. Consists of enlistnment,
reenlistment, and extension of enlistnment docunents, appointnment and
acceptance records, orders to active duty, separation orders and docunents,
and ot her docunents which support or validate periods of active or inactive
duty in conmputing service tine for benefits, prograns, or retirenent.

b. Qher Pertinent Infornmation. Consists of other pertinent and
essential information for the nanagenent of a Marine' s career such as
dependency applications, Servicenen's Goup Life Insurance (SG.1) sel ections,
security disclosures, and other type fornms.

2. C Folder (Comrendatory/Derogatory Information). Contains comrendatory
and derogatory information and docunents such as neritorious nasts, nedals
and awards, courts-martial/nonjudicial punishnent, and other nateria
reflecting favorably or adversely on a Mari ne.

3. P-Folder (Performance Data). Contains all fitness reports and addendum
pages witten on a Marine.

4. F-Folder (Field Record Data). Contains docunments and standard pages

mai ntained in the field record (OQR/'SRB) at the tine of reenlistnent,

appoi ntnent to officer grade, discharge, retirenent, or death. Field record
(OQR/ SRB) data for periods of service prior to the last continuous period of
active service may be resident in other portions of the QOVPF.

5. HFolder (Health/Dental Data). Contains basic health and denta
docurents maintained by the field conmand at the tinme of discharge,
retirement, or death and all additional docunents of nedical and denta
treatment maintained in the field health and dental records. NOTE:

Normal Iy, only the OWFs of those Marines with prior Marine Corps or Marine
Corps Reserve service will contain the F- and Hfol der

8007. CORRECTION OF FI TNESS REPORT RECORDS. The CMC has the authority under
the provisions of the Marine Corps Manual, paragraph 2800.8, to correct
fitness report records when the errors are linted solely to factual matters
and when docunentary evi dence indicates that the record contains erroneous
information. Reporting officials should forward requests for corrections
concerning the conpl eteness, accuracy, and credibility of material previously
submtted for incorporation into official records in the follow ng manner

1. Adnministrative Corrections. The CMC (MVBB-30) has the authority to
correct section A information and statenents of fact in sections B, C, |, and
K, that are devoid of opinion and interpretive coment.

a. The CMC (MVBB-30) will not correct:

(1) Gaps or overlaps in the reporting period (section A item 3b)
covering 30 days or |ess.
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(2) Section A, item9a (Duty Preference (Code)) and item 9b (Duty Pref-
erence). The MRO can meke corrections via unit diary at the reporting unit
| evel .

(3) Section A item8c (Special Information: "Status").

b. Subnit requests for administrative corrections as foll ows:

- (1) The MRO nust submit the request via one of the reporting officials
identified on the original report (preferably the RS). Sanple request letter
at Appendi x P.

(2) The RS or RO nust endorse the request, indicating only those
changes which are valid, and provi de docunentation, as applicable. NOTE |If the
RS endorses the request, endorsenment by the RO is not necessary.

(3) Forward the endorsed correspondence to the CMC (MVBSB-31) for
Active Conmponent Marines, or (MvBB-34) for Reserve Conponent Marines.

C. Anticipate at |east 120 days fromthe time of receipt at HQUC for com
pl etion of the requested corrections. Personnel nust be proactive to ensure
timely corrections for individuals pending selection board or other personne
actions/ deci si ons.

2. Substantive Corrections. All other corrections are inherently judgnental.
The Secretary of the Navy, acting through the Board for Correction of Nava
Records (BCNR), can approve a revised assessnent of a Marine's conduct or
performance based entirely on facts about the Marine that were unknown when
the original report was prepared. Such requests are under the purview of the
BCNR. NOTE: See MCO 1610.11, Performance Eval uati on Appeal s, for guidance.

3. Supplenental Comments. Situations may occur after submi ssion of a fitness
report in which the RS or RO is subsequently nade aware of new facts that

refl ect upon the performance of the MRO during a specific reporting period.
Consequently, reporting officials may forward a request for inclusion of

Suppl emrental conments into official records. Additionally, this Headquarters
may solicit reporting officials for inclusion of supplenental comrents when in
recei pt of docunentation which verifies pertinent facts are absent fromthe
report.

a. To make such a request, the RS or RO nust:

(1) Submt the conments on an addendum page; include a cover letter
that identifies the new information and provides justification for its inclu-
sion to the report.

(2) Limt requests solely to factual matters, with the documentary
evi dence as appropriate, indicating the previously mssing information.

b. Requests fromthe RS nust have the endorsenent of the RO of record. The
CMC (MVBB-31) or (MVBB-34) will return all requests w thout endorsenents.

c. Send requests to the CMC (MVSB-31) or (MVSB-34) as appropriate, for
decision on the nerits of each case.

QP
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d. |If the supplenental comments are by necessity derogatory because the
new facts surface a previously unknown adversity, the reporting official making
the request nust first refer the cooments to the MRO for acknow edgment per the
provi sions of Chapter 5. If the MROs location is not known, i.e. transferred,
request assistance fromthis Headquarters.

e. Supplemental conments will not serve to change eval uative markings in
sections D- Hor the ROs conparative assessnent (item3) in section K

8008. FEEDBACK TO MARI NE REPORTED ON. To ensure Marines receive feedback on
their performance eval uation records on file at HQMC and to assist their audit
and correction of individual records per the provisions of the Fitness Report
Audit Program (FRAP) outlined in Chapter 9, MVBB will:

1. Upon request fromthe MRO provide copies of his or her MBS and/ or OWPF
2. Continuously update the OLPER

8009. M SSI NG FI TNESS REPORTS. Ensuring each sergeant and above has a
conplete fitness report record on file at HQMC is a shared responsibility.

1. The CMC (MvBB) will notify reporting units via unit diary advisories to
identify date gaps for all Marines per Appendix M

2. Commanding officers, senior enlisted advisors, and reporting officials
must assist Marines in correcting inconplete fitness report records.

3. Individual Marines also have a responsibility to periodically audit their
records especially in advance of eligibility before a particular selection
board and prior to reenlistnment tine.

4. Date gaps of 30 days or less are not significant and do not require
correction.

8010. LATE FI TNESS REPORTS. Fitness reports are due to the CMC (MVBB-32) 30
days after the end of the reporting period. Although |late submission is
unacceptable, it does not render a fitness report invalid.

1. Paragraph 7004 addresses exceptions to the subm ssion deadline policy.

2. The CMC (MVBB-30) will track specific reporting official responsibility
for late subm ssion of a report based on the RS's signature date in item1 of
section J and the RO s signature date in item5 of section K of the fitness
report.

3. The CMC (MVSB-30) will periodically provide witten notification to
conmandi ng generals identifying reporting officials who are habitually late in
submtting fitness reports to HQMC. Appendi x N addresses HQMC acti ons
concerning these reporting officials.
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8011. | NFLATED/ | NACCURATE/ PROCEDURALLY | NCORRECT/ GAMED FI TNESS REPORTS
Inflated, inaccurate, and gamed fitness reports violate the integrity of the
PES and do a disservice to the MRO and the Marine Corps. Comanders,
reporting officials, and senior enlisted advisors at all |evels nmust ensure
adherence to the tenets of the PES. Appendi x N addresses HQVC actions
concerning reporting officials identified for undesirable trends concerning
the subm ssion of inflated, inaccurate, procedurally incorrect, or gamned
fitness reports.

8012. REPORTING SENI OR PROFILE. The Reporting Senior Profile (Appendix G
outlines the grading history of an RS. The information represented on the
profile gives relative value to every report witten by that RS. It is a key
tool for use in acconplishing the objectives of the PES.

1. Intent of the RS Profile. The RS profile:

a. Represents information which provides relevance to reports witten by
t he RS.

b. Ads in maintaining the integrity of the PES by providing a nmeans to
gauge how well the RS is performng his or her responsibilities of submtting
accurate, uninflated, and tinely eval uations by:

(1) Freeing the RS from concern about how other RSs are eval uating
Marines of simlar grades (see paragraphs 8012.2 and 8012. 3).

(2) Providing feedback to RSs as a tool for scrutinizing their own
rating histories.

(3) Providing board nenbers with a tool to nmeasure how well the RS is
fulfilling his or her reporting senior responsibilities of conmplying with and
supporting the objectives of the PES

c. Highlights the RS s adherence to the requirenment for tinely
subm ssi on of reports.

2. Reporting Senior Profile Dynam cs

a. The RS profile is a dynanic tool which devel ops over tine.

b. The profile is a snapshot of the RS s rating history. The relative
val ue of each report is based on how the report conpares to the RS s rating
history for a given grade.

c. The profile reflects all reports witten by the RS for each grade
excl udi ng acadenm c, end of service, and not observed reports.

d. Because the RS profile is a snapshot of the RS s rating history,
RSs must understand the significance of the need for their rating phil osophy
to remai n consistent throughout their career

8-9
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e. Reporting seniors nust accurately and fairly assess the performance
of their subordinates; RSs who fail to do so will unwittingly and unfairly
discrimnate against either earlier reports or subsequent reports.

(1) Reporting seniors who consistently mark all their Marines the
sanme, do their Marines a disservice because the reports will, for the npst
part, lack relative value in relation to all other reports witten by the RS
for Marines of the same grade.

(2) Reporting seniors who attenpt to change their rating phil osophy
may either positively or negatively affect the relative value of reports for
MRCs they previously rated.

(a) When the RS changes his or her gradi ng phil osophy and grades
hi gher, he or she di mnishes the value of all preceding reports ever witten.

(b) When the RS changes his or her gradi ng phil osophy and grades
| oner, he or she increases the value of all preceding reports and wl |
di scrimnate against currently rated MRO s and provi de nore weight to prior
reports.

f. The profile reflects the nunber of reports submitted |late by the RS
While reports are due to the CMC (MVSB-32) within 30 days of the end of the
reporting period, the profile will highlight only those reports received
after 60 days fromthe end of the reporting period.

g. The inportance of RSs nonitoring their profile cannot be over
stressed. RS profiles will not be reset.

3. Relative Value of a Report

a. The relative value of a report allows individuals making personne
managenent decisions to weigh the nerit of that report in relation to the
RS s rating history or "profile” for all other Marines of the sanme grade
reported on by the RS

b. The relative value of a report reflects how the average of observed
attributes on an individual report conpares to both the RS s average of
observed attributes for all reports witten by the RS on Marines of the sane
grade and the highest value of observed attributes on any report witten by
the RS on a Marine of the sane grade as the MRO (see Appendix G for a nore
detail ed expl anati on).

c. The report summary of the fitness report listing portion of the MBS
di splays the relative value of a report (see Appendi x K)

4. Administration

a. The CMC (MvBB) will maintain a data base of all fitness report
averages and other statistical data for each grade that the RS has ever
written on. This Headquarters will use the data base to generate the profile
and for conducting analysis on reporting trends.

8- 10
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b. The CMC (MVBB) will generate an RS profile with the RS s MBS.

c. Per the provisions of Appendix N, the CMC (MVSB-30) will identify and
contact RSs whose profile indicates nonconpliance with the objectives of the
PES.

d. Reporting seniors can request a copy of their profile using the
request format Appendix H

8013. ON- LI NE PERFORMANCE EVALUATI ON RECORD (OLPER). Thi s program provides
an invaluable tool for tracking the continuity of fitness reports in a
Marine' s record.

1. This program provides a chronological listing of the name, SSN, fromto
dates, and occasion for each fitness report on file for the last 5 years.

2. Commanders shoul d conduct a check of the OLPER as part of the MRO s join
audit and as part of his or her annual audit.

3. Commanders can access this information through the Marine Corps Data
Net wor k.

4. Access to this information is granted to all administration sections
within reporting units having access to records contained in the MCTFS.

5. Al others desiring access, such as career planners, should contact their
unit Termnal Area Security O ficer (TASO.

6. Procedures for accessing the systemare as follows:
a. Once connected to Kansas City, users nust:
(1) Execute the directed "Log-On" procedure.

(2) Select the Custoner Information Control System (CICS)
application.

b. After successfully logging on to the CICS sel ection nenu:

(1) Select the Performance Eval uation Record (Perf Eval Rec) fromthe
nMenu on your screen.

(2) Enter the MROs SSN, this will allowviewing and if required, a
printout of the MRO s record.

8014. FACSIM LE (FAX) POLICY

1. Facsimle copies of any docunent are not acceptable for placenent in
of ficial records.
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2. The CMC (MvBB-30) will accept FAX copies of missing fitness reports
deened critical to pronotion, selection, and retention decisions per the
fol |l owi ng gui deli nes:

a. Facsimle fitness reports will only be accepted on a case by case
basis for urgent subm ssions concerning board and reenlistnment eligible
Marines or in response to discrepancy notices from pronotion and sel ection
boar ds.

b. The FAX document nust be a conpleted report to include all reporting
officials’ certifications as applicable.

c. The FAX docunent must be clear and |egible.

d. The original or a copy (certified true by the RS or ROwith origina
signature) must reach the CMC (MVBB-30) within 5 working days (7 days for
overseas nmiling). NOTE: Comands nust notify the CMC (MVBB-30) with
justification for an extension if they cannot neet this deadline.

e. Facsimle copies of reports will not be processed into a Marine's
OVPF.

3. The CMC (MvBB-30) will not accept facsimle fitness reports for any other
pur pose.

4. The CMC (MVBB-30) will accept requests for adm nistrative corrections per
par agraph 8007 received via FAX

5. The CMC (MvBB-30) will not accept facsimle requests for corrections to
items 8a (QUAL) and 8b (PFT), of item8 (Special Information) of section A
These itens refl ect performance and nmay have adverse inplications; requests
for these corrections require original signatures.

6. The CMC (MvBB) will process requests for MBSs, OWPFs, and RS Profiles
received via FAX and nail the requested perfornance records to the Marine at
either his or her unit or hone address as verified by the MCTFS or as

provi ded by the individual. NOTE: The request nust include the MRO s or
RS s signature as appropriate.
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CHAPTER 9

FI TNESS REPORT AUDI T PROGRAM ( FRAP)

9001. GENERAL | NFORVATI ON

1. Accurate and conplete fitness report records are essential for the

per sonnel managenent deci sions nmade at HQMC. The FRAP provides a process for
ensuring the accuracy and conpl et eness of the performance records (MBS and
OWF) identified in Chapter 8.

2. The pillars of the FRAP are:

a. Command notification of date gaps via the Unit Diary advisory date
gap notification process described in Appendi x M

b. Periodic requests for, and audits of, perfornmance records by the MO

c. Providing information concerning the action required for correcting
records or recovering mssing reports to the MO

3. The appeal s process addressed in MCO 1610. 11, Performance Eval uati on

Appeal s, is not a substitute for initiating corrections addressed in this
chapt er

9002. AUDI T AND CORRECTI ON

1. The MRO, supported by his or her reporting officials and/or command as
applicable, initiates the process.

2. The MRO s reporting unit or the CMC (MM will make corrections or updates
via the MCTFS for MBS header data as appropriate.

3. The CMC (MvBB) will nake corrections to the MBS fitness report listing
and OVWPF as required.

4. The keys to an effective programare proactive and tinely action

a. Actions initiated on a tinely basis are nore easily effected and
produce nore accurate results than those delayed until the el eventh hour or
after personnel managenent deci sions are ongoing or already made. Del ays
hanmper corrective actions by causing short reaction tinmes for admnistering
and processing, thus magnifying the difficulty of |ocating and contacting
reporting officials, and increasing the potential for inaccurate recall of
past performance.

b. Marines should anticipate 120 days fromtine of request to expected
conpl eted acti on.

5. Chapter 3 addresses fitness report subm ssion requirenents. Paragraph
8007. 1 provides information concerning adm nistrative corrections while
par agraph 8007.2 addresses substantive corrections.
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6. MCO P1070.12, IRAM provides information on the contents of the OWF
mai nt ai ned for every Marine by HQWVC

a. The | RAM addresses procedures for

(1) Sending authorized docunents, other than fitness reports, to HQMC
for inclusion in the OVPF.

(2) Auditing and initiating corrections to the OWF.

b. Commanders should forward only authorized docunents, submtted under
a command prepared letter of transmittal, for inclusion in the OVF.

7. Appendix | contains procedures for the audit and correction of the MBS.

9003. RECORDS AVAI LABILITY

1. The Personnel Managenent Support Branch will mail all MROs a copy of
their MBS on an annual basis.

a. The mailout schedule will coincide with the last digit of the MRO s
soci al security nunber (SSN); e.g., a Marine with a last digit of two wll
receive his or her MBS in February, a Marine with a last digit of zero wll
receive his or her MBS in Cctober, etc.

b. Master Brief Sheets for all active duty Marines will be sent to their
mlitary addresses. Master Brief Sheets for Marines not on active duty wll
be sent to their hone addresses. NOTE: Accurate and up-to-date information
in the MCTFS is essential to ensure receipt of the MBS.

2. Marines nust order their MBSs and/or OWFs directly fromthe CMC
(MVSB- 10) when needed. WMarines should use the request form (Appendix H) for
ordering their performance records. NOTE: The MRO needs only to make a copy
of the form fill in the blanks, signit, and mail it.

3. Marines should order their OWFs at | east once every 2 years and review
it for accuracy.

4. Furthernore, if the MRO anticipates being considered for pronotion or

pl ans on applying for such prograns as Enlisted to Warrant O ficer, Marine
Corps Enlisted Comm ssioni ng Education Program (MECEP), Active Reserve, and
the Iike, the Marine should order and audit his or her OWF at |east 12
mont hs in advance of the board convening date or the program subm ssion
deadl i ne.

9004. REQUI REMENTS OF THE PRI VACY ACT OF 1974. Al personnel involved in
the PES process will strictly follow the requirenents of the Privacy Act of
1974.

1. The CMC (MVBSB) will provide perfornmance records to the individual Marine
via the MVBB cust omer service wi ndow (MRO nust present mlitary ID) or as
personal mail in a seal ed envel ope, per U S. Postal Service Regul ations.
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2. Individual performance records are not available to others except as

aut hori zed under the provisions of the Privacy Act of 1974. Al other requests
for performance records require witten authorization fromthe Marine con-
cer ned.

9005. ACTION

1. The FRAP addresses the process of auditing records, correcting fitness
reports, and obtaining mssing reports for the Marine Corps as a whole, with
the exception of those individuals currently attached to the Inactive Status
Li st of the Standby Reserve. For purposes of the FRAP

a. The parent command for Active Conponent and SMCR Marines will assi st
these individuals in auditing and correcting their performance records.

b. The CG MCRSC will assist IRR nenbers in auditing and correcting their
performance records.

C. The operational sponsors for nmenbers of Mbilization Training Units
(MrUs) and I ndividual Mobilization Augrmentees (I MAs) are responsible for
assisting these Marines.

d. Should those efforts fail, the CMC (MVBB) will intervene when
request ed.

2. Marines Reported On ( MROs)

a. Audit their Basic Individual Records (BIRs) and Basic Traini ng Records
(BTRs) data during all join and annual audits.

b. Oder their OWFs at |east once every 2 years and review it for accu-
racy.

c. Direct requests for assistance to commandi ng officers and their senior
enlisted advisors as appropriate.

d. NOTE: The appeals process addressed in MCO 1610. 11, Perfornance Eval u-
ation Appeals, is not a substitute for initiating corrections addressed in this
chapter.

3. Commanding O ficers

a. Educate individual Marines and reporting officials on the contents of
this Manual, and reinforce the ideas that every Marine has a duty and a respon-
sibility to periodically review their MBSs and OVPFs.

b. Correct header data on the MBS as required. See Appendix J for correct-
ing authority and applicable references.

- c. Review the O.PER per paragraph 8013 and the MVBB website for fit-

ness reports processed and received at HQVC, as part of all MRGs' join
and annual audits.

w ol
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d. Request assistance fromthe HQMC Wrld Wde Locator (MVEB-17) to
| ocate reporting officials, phone nunber DSN 278-5603 or commercial (703)784-
5603.

- e. Ensure requests for adm nistrative corrections to a fitness report
have an endorsenent fromone of the reporting officials on the original report
per paragraph 8007.1. Correspond with the CMC (MVSB-31) or (MVSB-34), via the
reporting official, for adm nistrative correction of fitness reports as
defined in paragraph 8007.1. See Appendix P for sanple request letter

f. If reporting officials do not respond within 30 days, request assis-
tance fromthe CMC (MVBB-31) or (MVBB-34). See Appendix |, paragraph 2e.

g. After exhausting all nmeans to locate the reporting senior for a mss-
ing report, request assistance fromthe CMC (MVBB-31) or (MVBB-34). See Appen-
di x |, paragraph 2f.

4, Reporting Oficials

a. Respond within 30 days to conmand requests for nissing reports.
Return the conpleted report to the requesting command for their additiona
action, vice returning it to the CMC ( MVBB- 30) .

b. Endorse, as appropriate, requests for adnmnistrative corrections and
forward themto the CMC (MVBB-31) or (MVBB-34).

5. HOMC. This Headquarters wll:

a. Assist inretrieving mssing fitness reports when reporting seniors do
not respond to conmand correspondence and the comrand has requested assi stance.

b. Insert explanatory docunentation, as applicable, in the MRO s and
reporting official's performance records if neasures to retrieve a mssing fit-
ness report have fail ed.
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APPENDI X A

ANNUAL FI TNESS REPORT SCHEDULE (AN AND AR REPORTS)

REPORTI NG PERI CD ENDS REPCRTI NG PERI OD ENDS REPORTI NG PERI CDS ENDS

LAST DAY OF LAST DAY OF LAST DAY OF
GRADE CF ACTI VE COMPONENT RESERVE COVPONENT ACTI VE RESERVE
SGT MAR SEP SEP
SSGT DEC SEP SEP
GYSGT JUN SEP SEP
1STSGT/ MSGT JUN SEP SEP
SGTVAJ/ MGYSGT SEP MAY JUN
> WO QWO APR CCT oCcT
2NDLT JAN JUL APR N A
> 1STLT OCT/ APR oCT oCT
> CAPT MAY SEP JUN
> MAJ MAY SEP JUN
> LTCOL MAY JUN JUN
> COL MAY JUL JUL
BGEN JUN JUN N A

1. All reports for Marines should arrive at HQMC no | ater than 30 days after the
reporting period to ensure proper processing into official records to facilitate
sel ection board conveni ng dates and personnel managenment deci sions.

> 2. Reservists who are considered for pronotion by an Active Conmponent sel ection
board will receive annual active duty (AN) reports while those who are considered
by a Reserve Conponent selection board (to include Active Reserve Marines) wll
recei ve annual reserve duty (AR) reports.

3. Reports on Active Conponent 2nd and 1st lieutenants are sem annual vice annual .

A-1
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APPENDI X B

USMC FI TNESS REPORT

USMC FITNESS REPORT (1610) DO NOT STAPLE
A EoUS BT ioNs wicL NaT 8€ useD THIS FORM
SN: 0109-LF -069-0600 COMMANDANT'S GUDANCE

rt is the most important mformation component n manpower management. It is the primary means of evaluatng a Marine's
performance and is the Commandant's primary tool for the selection of personnel for promotion, augmentation, resident schooting, command, and duty
assignments. Therefore, the completion of this report is one of an officer's most critical responsbilties. Inherent in this duty is the commiment of
each Reporting Senior and Reviewing Officer to ensure the mtegrity of the system by giving close attention to accurate marking and timely reporting.
Every officer sarves a role in the scrupulous maintenanca of this evaiuation system. utimately mpartant to both the indwiduai and the Marne Corps.
Inflationary markings only serve to dilute the actual valus of each report. Reviewing Officers will not concur with inflated reports.

A. ADMINISTRATIVE INFORMATION

1. Marine Reported On:
a. Last Name b. First Name c. M d. SSN e. Grade . DOR g. PMOS h. BILMOS

The completed fitness re|
o

2. Organization: ‘
a, MCC _b. RUC __c. Unit Description

!

3. Occasion and Period Covered: 4. Duty Assignment (descriptive tite):
a.OCC Db. From To c. Type
5. Specal 6. Marne Subject Of: 7. Recommended For Promotion:
a. Adverse b. Net Observed c¢. Extended a. Commendatory b. Derogatory c. Disciptinary a. Yas b. No c. N/A
L L ] Material D Material D Action D . D D M
. . 9. Duty Preference:
8. Special Information: a. Code b. Descriptive Title
a. QUAL d. HT(in.) g. Reserve 1t
Component
b. PFT e WT h. Future Use 2nd
¢. Status| f. Body Fat i. Future Use ard

10. Reporting Senior: ) I
a. Last Name b. Int_c. Service d. SSN a. Grade f. Duty Assignment
T

1. R ing Officer: :
T Nama’ ' b. init c. Sarvice d. SSN a. Grade f. Duty Assignment I

a. Last Name

'B. BILLET DESCRIPTION

C. BILLET ACCOMPLISHMENTS
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1. Marire Reparted On: 2. Occasion and Period Covered:
3. Last Name b, First Name c. Mt 3. SSN a.0CC o From To

'D. MISSION ACCOMPLISHMENT

1. PERFORMANCE Results achieveg during the reporting period. How wall thase duties inherent to a Marne's billet, plus all aadtonal duties,
r‘ormalg ana atormally assigneq. were carned out. Reflects’a Marine's aptitude, compaetance, and commament 1o the untt's success above parsonal

‘reward. Indicators are lime ana resource management, task priortzation, and tenactty to achieve postve ends consistently. )
“ADV  Meets raquirements of . :Consistently produces qualfty resuls while Rasults far surpass expectations. Recognzes | N/O
o billet and additional duties. : mei-lsurabl;y r%provng unt p“zrformanoe. and axplos ne%vareso?rces; creates : i 0
: Aptitude, commitment, ! . Habtually makes eftective use of time and opportuntties. Emulated: sought after as an oy
| and compelence meet | | rgsources; improves billet procadures and axpert with nfluence beyond Uni. Impact i .
. expectations. Results | products. Positve mpact @ xtends beyond significant; innovatwve approaches to problems f
. . maintan status quo. | |Dilet expectations. produce signficant gans in quaity and [
A B [9) 0 € F G H
- - O O d 4 O =
2. PROFICIENC¥. Demonstrates technical knowledge and practical skill in the execution of the Marine's overail duties. Combmnes traning, educationi
and exparience. Transiates skills into actions which contribute to accomplishing tasks and missions. Imparts knowledge to others. Grade dependent.
ADV 'Competent. Possesses the [ Demonstrates mastery of all required [ True expert in field, Know and skills m| NO
i requgse range ofeskﬂls and | skills. Expertise, sd%t;on ar?g . far bey?ﬁd those of peers. Translates pa
knowledge commensurate ! axperience consistantly anhance mission broad-based education and experience nta
- with grade and experence. !accompiishment. |nnovatve forward thinking, nnovative actions. Makes
i Understands and itroubleshootar and problem solver. | mmeasurable mpact on mission
articulates basic functions | EHectively imparts skills to subor dinates. E accomplishmant. Peer less teacher, selflessy
related 1o mission | | mparts expertisa to subordinates, peers, and
A ; (o] D E F G H
LU ; 0 | g U 20

| JUSTIFICATION:
|

E. INDIVIDUAL CHARACTER R _
sibilty and accountabi

1, COURAGE. Moralor ical strength to overcome danger, fea, diffs -y or anxe prgnnal acceptance of respon L
Placing Conscience over mp:;\‘ys ting_nterests regardiess of eog:saqums.%“gnswus g’vsmdng decision to risk bodily harm or death to accom
he mission or save others. The will to persevere daspte uncertanty.

ADV [Demonstrates niner strength Guided bg,,conscienca in all actions, Uncommion bravery and capactty to overcome N/
i and accaptance of Proven abilty to overcome danger, fear, obstacles arﬂ inspira othars in the face of moral
,responsbmtz commansurate difficulty or anxiety. Exhibits bravg,? inthe lemma or e-mreatenng‘ dangx
:with scope of duties and face of adverstty and uncertanty. Not lemonstrat der the most se
jexparienca. Wiling to faca deterred by morally difficult stuations or mons. Seffless. Aways placas conscience
imoral or physical challenges, hazardous responsiiities. over mmpel& interests regardiess of physical
i pursuft’ of mission or parsonal cofisaquencas.

i accompiishment.
A 8 (%] D E F G i‘
a ] ) U O . g o

{72, EFFECTIVENESS UNDER STRESS Thinking, functioning and leading effactively under conditions of ph\(&'zl and/or mental pressure.
| Maintaining composure appropriata for the stuation, while displaying steady purpose of action, snabling one o inspire others while continuing to lead
 under advérse condtions. Physical and emotional strength, re: and endurance are slements.

! bits discipline and onsistently demon strates maturay, emonstratas seldom-matched presenca of [ N/O
{ stabiity under pressure. d mind under the most demanding circumstancss.

T Stabilizes any situation throu %h the resoluts
and timely application of direction, focus and -

kmema‘ao?x , and willpower durin
riods of adversty. Provides order to

?Judgmem and effective  pel OV der e
‘.‘chggs through the application of ntution,
|Rr

i proBlem-solving skills are

+avident. lem- sohin , and leadership. personal prasence.
| i {Composure redssures cthers.
i A 8 [o] D E F G H
= O O ] 0 g 0 d
"3, INITIATIVE Action in the absence of spacific direction. Seen? what needs to be done and acting without prompting. Tha instinct to begin a task
and follow through energetically on ona's own accord. Being creative, proactive and decisive. Transforming opportunity nto action.
ADV ;| Demonstrates wilingness -motivated and action-oriented. Hi mativated and proactive. Displays N/O
ita taka action n thsgﬂ ggr'esight and energy cansistently egggtimal awarmassmm sgxrround?r? Vand |
apsence of specific gansorm g‘:gonun nto action. _ environment, Uncanny abilty to antiépate
imrealon. s avelops pursués creative, nnovative mission requirements and quickly formuiate
| commensurate with grade, solutions. Acts w khout prompting. original, far-reaching solutions. Always takes
H ca, Salf-starter deGswve, effective action.
& & &) 0 0 0 ulfsf
JUSTIACATION:

NAVMC 108358 (Rev. 1-99 (EF))
SN: 0109-LF-071-1400 PAGE 2 OF 5




PERFORMANCE EVALUATI ON SYSTEM

. Manne Reported Cn: ] 2. Occasion and Perod Covered:
3. Last Name b, First Name c. Ml a. SSN a.OCC v From To

{ T T \
| l | i |
F. LEADERSHIP

1. LEADINGSUBORDINATES The nseparable relationship between leader ana led. The appication of ieadership principles (o proviae direction
and motivate subordinates. {Jsing authortty, persuasion, and personaltty to nfluence subordinates to accomplish assigned tasks. Sustaming
motnvation and morale wnike maxim eing subordinates' performance.

- ADV En?aged: provides Achieves a highly effectve balance ;Promotes creatvty and energy among j N/Q
. nsfructions and directs ! , between direction and deleqgation. ! ; subordnates by strking the 1deal balance of
. execution. Seeks to P Effectively tasks subordinates angnciearcz ‘diraction and dateganon. Achieves n?hest ;
i +accomplish mMISSION in ways | delineates standards expected. Enhancas 1levels of performafce from suborgnales by H '
‘that sustan motvation and |, performance through constructive . !encouragng ndmdual ntiatve. Engenders i
.morale. Actions contribute | : supervision. Fosters motwvation and : i wiling subordination, loyalty, and trust that aliow |
ito untt effectiveness. : - enhances morale. Buids and sustains : i subordinates to overcoma thew percaved i
; 1 teams that successtully meet mission {limitations. Personal leadership fosters highaest | I .
i | iraqurements. Encourages ntiatve and {levels of mativation and morale, ensuring i .
: i ! candor among subordinates. : |mission accomplishment aven n the most i : !
| b i |dtficult arcum stances. | .
A B [o] D E F G H
O O ] O U O Lo

2. DEVEL.OPING SUBORDINATES Commitment to train, educate,.and challeng_e alt Marines regardiess of race. reﬁgbn. ethnic background, or
gender. Mentorship. Cultvating professional and personal development of subordinates. Developing team players and esprit de corps. Abity 10
combine taaching and coaching. Creating an atmosphers tolerant of mistakas in the course of learning.

ADV :Maintains an environment [Develops and nstiutes nnavative i Widely recognzed and emulatad as a teacher, NQ
|that allows personal and | programs, to nciude PME, that emphasize coach and leader. Any Marne wouid desrs to
EEfotessxonal development. i personal and professional development of sarve with this Marne use they know they
i Ensures subordinates | subordinates. Challenges subordinates to will grow personally and professionally.
| participate n all mandated ! exceed thair percaived potential thereby Subordinate and uni pertarmance far surpassed
‘development programs. ‘gnhanang unt morale and eftectiveness. e ed results dus to MAQ's mentorship and
| i Craates an environment whera ail Marines team buiiding talents, Attitude toward

' are confident to learn through trial and subordinate dave ent is nfectious,

{error. As a mentor, prepares subordinates extending beyond the unt.

{for increased responsibities and duties.
A 8 [o] [s] E F G H
O 0 O U | U ]

3. SETTING THE EXAMPLE The most visible facet ot Ieadqrsr\'?): how well a Marine sarves as a role model for all others. Personal action

damonstrates the highest standards of conduct, ethical behavior, fnass, and appearance. Bearing, demeanor, and se¥-discipiing arg elements.
tMaintains Marine Corps Parsonal condudt on and off duty reflects ne, I . Exem)

ADV |standards for a| arapnm, highest Marine Corps standards of mﬂx %’e'f‘%m?f‘gﬁ'&‘ ;.’.f‘n“s"‘a‘?;’ mne.se%‘%a’, N
jweight, and unfform wear. nfegrty, bearng and appearance. An nspiration to subordinates, peers, and
|Sustans required level of Character is exCeptional. Actively seeks saniors, Aemarkable 48 AEalion (o mprovng
iphysical ttness. Adheres to sef- improvement in wide-ranqing areas. sef and others.

{B\e tenets o? the Marine Dedication to duty and professional
\Corps core values. axample encourage others'
A 8 o] D E F G H

d O a g U t g d

4. ENSURING WELL-BEING OF SUBORDINATES. Genuine interest in the well-being of Marines. Eftorts enhance s.ubordhaleuf‘ abilty to .
concentrate/focus on unt mission accomplishment. Concern for famiy readiness is nharent, The importance placed on welfare of subordinates is

basad on the belief that Marines take care of their cwn.

ADV [ Deals confidently with Instilis and/or reinforces a sense of Noticeably enhances subordinates' wei-beng, N/O

issues pertinent lo responsibility among junior Marines for resuiting n a measur able increase n unt

| subordinate wefare and themseives and their subordnates. effectiveness. Maxim zes uni and base

i recagnizes suitable courses Actively fosters the development of and rasources to provide subordnates with the best
{ ot action that supﬁon, uses support s\{s(e_ms for subordinates support available. Proactwve approach serves to
| subardinates’ weil-being. which mprove their abiity to contribute to enargize unt members to "take care of their

| Applies available unit mission accomplishment. Efforts to own,” thereby correcting potential problems

| resources, allownnf? . enhance subardinate welfare mprove the before they can hinder Subordnates' ]
subordinates to effectively unk's abilty to accomplish ts mission. effectiveness. Widely recognized for lachniques

| concentrate on the mission. and polues,thatsl.:r uce rasults and buid

morale, Buids rorﬁafam atmosphere. Puts
i motto Mission first, Marines aways, nto action.

u & & & 0 g als

5. COMMUNICATION SKILLS The efficient transmission and receipt of thoughts and ideas that enable and enhance leadership. Equal importance
ven to listening, speaking, writing, and critical reading skills. Intaractive, allowm% one (o perceive problems and situations, provide concise
8 d b ona. Allows subordinates 10 ask questions, raise issues and concarns and

uidance. and axprass complex idéas i a form easily understoo: ave [
en 8 opInion ontributes o a leade bil 0 motivale as well as counse
ADV ' Skilled in receiving and Clearly articulates thoughts and ideas, Hi deve loped fadity in varbal communication| N/O
conveying nformation. verbally and n writing. Communication in A in compasing written documents of the i
Communicates effectively all forms s accur ate, inte lligble, concisa, h%es quality. Combines presance and verbai H
! n performance of duties. and timely. C ommunicatas with ciarty and skills which e der conf o?ncs and achieve |
verve, ensgggg understanding of intent or understanding Irrespactive of the setting, sduation,
pUrpose. urages and considers the or sze of the group addressed. Displays an
contributions of others. intuttive sense of when and how to isten.
A B o] [s] € F G H
. [ O () ] g 0 g
JUSTIRCATION:

NAVMC 10835C (Rev. 1-99 (EF))
SN: 0109-LF-71-1500 PAGE 3 OF 5§




PERFORMANCE EVALUATI ON SYSTEM

1. Marine Reparted On: 2. Occasion and Pericg Covered:
a. Last Name b. First Name c. Mi d. SSN a.OCC b From To

i 1

s |

e ; l |
G. INTELLECT AND WISDOM
1. PROFESSIONAL MILITARY EDUCATION (PME). Commament to ntellectual growth n ways benafical to the Marine Corps. Increases the
Lraacth ang Jeotn of wartgniing and leadership aptiude. Resourcas naude resident schools: protessional qualfications and cer tficaton processes:
nonrasdent and other 2xiension courses, cwvilian educational nsttution coursework; a personal reading program that inciudes (but 1s not limrted o)
s:cnﬁmogs from the Commanaant's Heading List; participation in discussion groups and miltary societes; and nvoivement n learnng through new
technologies.

ADV  Matams currency n © . PME outiook extends beyond MOS and . i Dadicated to ife-long learning. Asaresutof | NO ™
required mitary skills and .required sducation. Develops and follows | . actve and continuous efforts, widely ]
related developments. Has: ‘a comprehensive personal program which : | recognzed as an ntellectual leader in i ;
completed or is anrolled n includes broadened professional reading ;| proféssionally related topics. Makes time for | |

-approprale level of PME forl  and/or academc course work; advances | . study and takes advantage of al rasources .
gaeaomad, e Concetsand s | | pohogans Juomcsrevardzae, |
. and understands new and | ' | broad spectrum of forums and dialogues. (- :
: creatve approaches 1o Lo | -
, ' servica rSfues. Remains | ;
| |abreast of contemporary | | |
H concepts and issues. [ N
j r-A*r 8 [o] o] € E G H
. (] 0 ] ] U a g
eflect the

1 2. DECISION MAKING ABILITY. Viable and gim%I‘y problem solution. Contributing slements areéudgrnsnt and decisveness. Decisions ¢ [l
« balance between an optimal solution and a satisfacfory, workable salution that generates tempo. Decisions are made within the context of the
 commander's establish ed intent and the goal of mission accompiishment. Antiépation, mental agity, ntuition, and succass are nharent.

. ADV |Makes sound décisions Oemonstrates mental a%iilim effactively N7
i ‘leading to mission prioritzes and soives muliple complex mplex problems. Seidom matched anaitical a
| ‘accomplishment. Actively problems. Analticai abiities enhanced by
i icolledts and evaluates axperience, education, and ntution.
i information and weighs Anticipates problems and impiements

atternatives to achieve viable, long-term solutions. Steadfast, i

{timely results. Confidently wiling to make difficult decisions.

approaches probiems;
| accepts responstility for
| outcomes.
A B C D E F G H

O O U 0J U 0 O QO

%. JUDGMENT. The discretionary aspect of decision making. Draws on core values, knowledge, and personal experience to make wise chowas.
omprehends the consequences of contemplated courses of action.

ADV | Majorfty of judgments are Oedisions are consistent and unformly Dedisions reflect axceptional nsight and wisdom N/O
i measured, arcumspect, correct, tempered blz consideration of their beyond this Marine's equnenea. Counsal
relevant, and corred. consaquences. Abla to identity, isolate sought by ak often an arbter. Consistent,
and assass relevant factors n he decision suparior udgment inspires the confidence of
making process. Opinion s sout . saniors.
others. Subordinates personai nterasts in
tavor of impartiality.

A B c D E F G H
O O U O O O U a
JUSTIFICATION:

H. FULFILLMENT OF EVALU ON RESPONSIBILITIES
S. The extent to which this officer serving as a reporting official conducted, or required others lo conduct, accurate, unntlated, and

!ADV | Occasionally submtted Prepared unintlated evaluations which No raports submited tal. No reports returned N/O
untimely orwadmhlstrat'nmby ware consistantly submitted on time. gg ea?r?g, ES" or HOMC tfor admmistrative
{incorrect avaluations. As Evaluations accurately descri . rrection or inflated markings. No

, submitted one or more performance and character. Evaluations subordinates’ reports raturned by HQMC far
repaorts that contained contained no nflated markings. N? dministrative correction or ntiafed markings.
iinflated markings. As RO, reports returned by RO or HQMC for Btumed pfocedura'yb%r admnistratively
i concurred with “one or inflated marking. No subordinates’ reports ncarract reports to subordinatas for correction.
jmora reparts from returnad by H for inflated markng, As RO nonconcurred with alt inflated reports.
subordinates that were ewaaCn¥, reports were returnad by RO A
ireturned by HQMC for or Ht or administrative errors.
{nflated marking. tion Cs were void of superiatves.
ustifications wara spacific, verfiabia,
substantive, and where possble,
quantifiable and supported the markings

A 8 c 0 E £ G H
| O a O O d g d
JUSTIRCATION:

NAVMC 108350 (Rev. 1-39 (EF))
SN: 0109-LF 0711600 PAGE 4 OF 5




PERFORMANCE EVALUATI ON SYSTEM

1 Marne Reported On 2. Occasion and Period Covered
a. Lag Name b. First Name <. Ml d. SSN ad b. From To

I. DIRECTED AND ADDITIONAL COMMENTS

J. CERTIFICATION

1. | CERTIFY that to the best of mg' knowledge ]
and belief all entries made hereon are true and i
wnhoutdpreyt.tdn:e or partiaity and that | have
|

d

rovided a signed copy of his report to the Marine - - - L
n. (Signature of Reportng Senior) (Datein YYYYMMDD format)

eported 0

2.l ACKNOWLEDGE the adverse nature of this report and

] nhave no statement to make

] i have atached a statement (Signature of Manne Reported On)

(Datein YYYYMMDD format)

K. REVIEWING OFFICER COMMENTS
1. OBSERVATION: [ Sufficient JInsufficient 2. EVALUATION: | Concur ]De Nat Concur
3. COMPARATIVE ASSESSMENT. DESCRIPTION COMPARATIVE ASSESSMENT
Provide a comparative assessment
B Y oR At g the© THE EMINENTLY QUALIFIED MARINE O &
fempstaer s sl irges o — = S
s grade w ONE OF THE FEW } &
32','@3:3?,;? known to you EXCEPTIONALLY QUALIFIED MARINES 0 P
ONE OF THE MANY HIGHLY QUALIFIED ] SE55354
PROFESSIONALS WHO FORM THE O 55506558
MAJORITY OF THIS GRADE O BIFESEES S
. A QUALIFIED MARINE O SEPEESESES
UNSATISFACTORY (] &

4. REVIEWING OFRCER COMMENTS: Amplify your comparative assessment mark; evaluate potentil for continued professional development to
include: promotion, command, assgnment, resident PME, and retention; and put Reporting Senior marks and comments in perspective.

5. | CERTIFY that to the best of my
knowledge and belief al entries made hereon
are true and without prejudice or parfiality.

(Signature of Reviewing Officer) (Date in YYYYMMDD format)

6. | ACKNOWLEDGE the adverse nature of tis report and
O 1 nave no statement to make

{7] thave atached a statement

(Signature of Marne Reported On) (Date nn YYYYMMODD format)

L. ADDENDUMPAGE

ADDENDUM PAGE ATTACHED:

NAVMC 10835E (Rev. 1-99) (EF) PAGE 5 OF §
SN: 0109-LF-063-1000
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PERFORMANCE EVALUATI ON SYSTEM

APPENDI X C

ADDENDUM PAGE

LJJASV,Yv'l(c: FlzT;P;E'Sg? E:EPORTHSW) DO NOTSTAPLE
N " i1 i
SN 01080 F a7 5000 ADDENDUM PAGE THIS FORM
A.' PURPQSE
i arne =eporied un

a Last Ng?'ne - b. First Name c. Ml d. SSN e Grade 'a Oé%uinn g?gm & overego

| . |

3. Purpose
a Continuation of Comments .b. Accekerated Promotion ¢. Adverse Report :d. Admin Review l e. Suppemental  { HQMC Use
Justification Secton| RO : Justification MROQO Statement 3rd Officer Sighter; i Maenal !

C. SUBMITTED BY

1.a Last Name b. First Name c. Mi 2. SSN 3._Service 4 Grade
i
i
Signature (Datein YYYYMMDD format)
D. GENERAL/SENIOR OFFICER ADVERSE REPORT SIGHTING
1. a tast Name b. Frst Name c. Ml 2. SSN . 3. Service 4 _Grade

I r
|
i

5. Ttie

Signaure {Datein YYYYMMDD format)

PAGE | oF [ |

C1




PERFORMANCE EVALUATI ON SYSTEM
APPENDI X D
MRO WORKSHEET
A.  BACKGROUND. The MRO worksheet on page 2 of this Appendix is a tool for
use by the RS and MRO in devel oping the MRO s billet description and
docurenting his or her acconplishnments during the reporting period. The CMC

directs the use of this form The worksheet is available for downl oad from
MVBB' s website. NOTE: Commands shoul d produce the worksheet |ocally.

B. I NTENT OF THE WORKSHEET. The wor ksheet provides:

1. Atool to assist the RS and MRO in establishing a clear understanding
of the RS s expectations.

2. A neans for the MROto provide his or her RS a summary of maj or
billet related acconplishments during the reporting period, PME
acconpl i shments, awards, and other significant actions of which the RS may
not be aware.

3. A tool for periodic counseling sessions to review billet
descriptions, establish new goals, and devel op perfornance.

C. PROCEDURES FOR COVPLETI NG THE WORKSHEET

1. The RS and MRO nust neet at the begi nning of the reporting
relationship (within the first 15 days) to establish and formalize the MRO s
billet description. Additionally, they nust neet and review the MRO s billet
description at the beginning of each new reporting period.

2. At the end of the reporting period, the MRO should provide the RS a
summary of acconplishments highlighting significant achi evenents, efforts
and/ or events, PME acconplishnments, awards and ot her conmendatory
correspondence, and other activities (to include community involvenent)
bel i eved significant by the MO

3. Once the RS receives the summary of acconplishments fromthe MRO the RS
shoul d assess the input and reflect the information on the MRO s fitness
report as deened appropriate.

D1



PERFORVANCE EVALUATI ON SYSTEM

MRO WORKSHEET

Dat e:
Marine Reported On: Last Nane: First Name: M I
SSN: G ade: bR _ PMOS:
BILMOS:
O ganization: MCC _ RUC Unit Description:
Qccasion and Period Covered: OCC. Period: From:___  To: Type:
Prds of Nonavailability: Fr-To/ Reason: Duty Assi gnnent (Descriptive
Titley:
Spec Info: QUAL: PFT: __ Status: ___ Reserve Conponent: __ HI:__ W
Body Fat% __
Duty Preference: 1st mcc Descriptive
Locati on:

2d M Descriptive
Locati on:

3d M Descriptive
Locati on:
Reporting Senior: Last Nanme: Init: Service:

SSN: G ade: Duty Assi gnnent:
Review ng O ficer: Last Name: Init: Service:
SSN: Grade: Duty Assignnent:

Bl LLET DESCRI PTI ON RECOMVENDED ADJUSTMENTS:

MAJOR ACCOVPLI SHVENTS DURI NG REPORTI NG PERI CD:

PVE/ SELF EDUCATI ON:

OTHER (1.E. AWARDS, COMMVENDATORY CORRESPONDENCE, COVMUNI TY | NVOLVEMENT) :

D2
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APPENDI X E

SAVPLE BI LLET DESCRI PTI ONS AND BI LLET ACCOWPLI SHMVENTS

BI LLET: AV-8 ATTACK PILOT (MVAJ)
B: BILLET DESCRI PTI ON

- MAWIS-1 offensive air support (QAS) conmittee chai rman and TACAI R AV- 8B
Depart ment Head.

- Plan, coordinate, and conduct (instruct) the OAS/ AV-8B syl labus for 2 W
cour ses.

Represent MAWIS-1 at OAS conference.

Present MAWIS-1 QOAS fl eet support |ectures.

- Plan, coordinate, and conduct AV-8B fleet support.

- Certified AV-8B division | eader, air conbat tactics, low altitude tactics,
and weapons training officer

C.  BILLET ACCOWPLI SHVENTS

- Created new programto train WIls in all facets of offensive air support
(QAS).

- Rewote and delivered 8 academ c lectures for WII and fleet use including:
OAS theory and doctrine, integrating jet and helicopter fires in OAS

preci sion guided nunitions, AGW 122A Sidearm V-8 fuzing, forward base
operating procedures, arned reconnai ssance, and interdiction

- Devised, coordinated, and supervised 3 day WII OAS academ ¢ program

- Devised, coordinated, and supervised 4 day/night WII OAS flight evolutions
consi sting of over 240 helicopter and jet sorties, with 720,000 pounds of
ordnance expended.

- Devel oped tactics for and then coordi nated application of integrated fixed
and rotary wi ng OAS operations.

- As the AV-8B shop head, trained 9 new WIIs.

- Represented MAWIS-1 as an OAS specialist and lecturer on nultiple support
trips.

BI LLET: RIFLE COVPANY COMVANDER ( CAPT)
B: BILLET DESCRI PTI ON

- Pass SOCEX requirenents.

- Conduct OTH smal | boat anphibious raids in support of MEU(SOC) operations.
- Train/qualify all nenbers of the conpany in small boat operations/

mai nt enance and mni mum | evel of required swimaqualification

- Support field testing of future small boat capabilities, tactics, and

equi pnent .

- Critique/validate support requirenents for snmall boat operations.

- Initiate Fleet Operational Needs Statements (FONS) relevant to current
equi pnent and practi ces.
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C.  BILLET ACCOWPLI SHVENTS

- Successfully conmpleted all MEU(SOC) predepl oynment training requirenents.

- Executed security reinforcenment operation in support of contingency
operation Blue Thunder (NEO in Liberia under hostile conditions).

- Conducted eight successful snall boat raids during six nultinationa
trai ni ng exerci ses.

- Ensured all nenbers of his Conpany net or exceeded nmini mum qualifications
for small boat operations/naintenance and swi m qualifications.

- Submitted two FONS identifying a significant need for a |light weight nortar
suitable for snmall boat raids and an inproved waterproof small unit | eader
conmuni cati on devi ce.

- Supported a field test of a light weight nortar systemfor use in snall
boat anphi bi ous rai ds.

BI LLET: SENI OR DRI LL | NSTRUCTOR ( SSGT)
B: BILLET DESCRI PTI ON

- Produce basically trained Marines per the guidance of the SOP and PO .
- Directly responsible for the health and welfare of his recruits.

- Directly manage the drill instructors of his team

- Serve as a role nodel/nmentor for drill instructors and recruits.

- Provide guidance for day to day operations of the platoon

- Evaluate drill instructor perfornmance during each training cycle.

- Ensure drill instructors receive followon training to execute their duties
wi thin the guidelines of the SOP

- ldentify drill instructors and recruits with personal problens and use
appropri ate agenci es for assistance.

- Instill the tenets of core values in each recruit.

- Denonstrate and foster mlitary discipline and Esprit de Corps.

C.  BILLET ACCOWPLI SHVENTS

- Produced 206 basically trained Marines over 3 training cycles.

- Supervised 11 drill instructors over 3 training cycles to include training
and supervision of 3 new junior drill instructors.
- No SOP violations by any drill instructor under his charge.

- Received recognition for Honor Platoon last 2 training cycles.

- Earned Moral Leadership Award in recognition of his efforts training
problemrecruits.

- Used all available assets to assist drill instructors and recruits with
their personal problens.

- Inspired adherence to the tenets of core values in each of his dril
instructors and recruits.

E-2
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Bl LLET: NETWORK OPERATI ONS SNCO C ( SSGT)
B: BILLET DESCRI PTI ON

- ldentify all ADPE hardware deficiencies for Wndows NT inplenmentation

- Provide recomrended Hardware Specs and Price Quotes for deficiencies.

- Devise a schedul ed i npl enentation of Wndows NT on both servers and

wor kst ati ons.

- Coordi nate and supervise the upgrade of all servers and workstations.

- ldentify all ADPE hardware/software deficiencies for converting Banyan Mai
to Wndows Exchange Mail .

- Establish a realistic conversion tinmeline based on identified deficiencies.
- Supervise the daily nonitoring/troubl eshooting of this 60 server, 3,500
user network

- Lead, train, and ensure the well-being of the Marines in the Section

C.  BILLET ACCOWPLI SHVENTS

- ldentified 600 total server and PC deficiencies during conversion to

W ndows NT.

- Provided purchase reconmendati ons and price quotes for docunented
defici enci es.

- Projected a realistic inplenentation schedule for Wndows NT.

- Compl eted the upgrade of 42 servers and 2,918 PCs.

- ldentified $360, 000 of deficiencies for conversion to Wndows Exchange
Mai | .

- Provided recommended hardware/ software specs and est. costs to correct
defici enci es.

- Docunented a realistic conversion tineline based on identified

defici enci es.

Resol ved 521 network related trouble calls

Ensured the availability of all Network devices 323 days out of 365.
Initiated Weekly MOS PMEs for the 25 Marines in her charge.

Ensured each Marine conpleted his/her required mlitary training or Ms.
Capitalized on the knowl edge, notivation and technical expertise of her
Mar i nes.

E-3
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AUTOVATI ON
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APPENDI X G
REPORTI NG SENI OR AND REVI EW NG OFFI CER PRCFI LES
A.  BACKGROUND. The RS Profile on page 4 of this Appendix is a key tool for

use in acconplishing the objectives of the PES and outlines the grading
history of an RS (see paragraph 8012).

B. CONTENTS CF THE PROFILE

1. The profile provides a cunul ative rating history of all reports
witten by an RS. The RS profile does not include acadenic, end of service,
extended, and not observed fitness reports in the nunber of reports; nor are
they computed into the RS s cunul ative averages.

2. The profile lists the follow ng information

a. Listing of grades (excluding general officers) for Marines eli-
gible to receive fitness reports (GRADE)

b. Average of the fitness report averages for all reports (excluding
academ c type, end of service, extended, and not observed reports) subnmitted
by the RS for each grade (AVG.

c. Total nunber of reports witten by the RS for each grade
(excl udi ng academ c, end of service, extended, and not observed reports)
(# OF RPTS).

d. The highest fitness report average submitted by the RS for a
particul ar grade (H GH).

e. The lowest fitness report average submitted by the RS for a
particul ar grade (LOW.

f. The nunber of reports submtted by the RS that HQMC recei ved 60 or
nore days after the end of the reporting period.

CALCULATI NG PRCFI LE DATA

1. Fitness Report Average for an Individual Report.

a. Each block in the marking gradient for each PAR has an assigned
nunmeric value as follows: A=1, B=2, C=3, D=4, E=5, F=6, G=7, and H (not
observed)=0. NOTE: Bl ock H (not observed) has no val ue and does not factor
into the calculation of the average.

b. The average of observed attributes reflects the nean of the
nuneric value for all observed attributes on that report rounded to the
near est hundredt h.
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2. Reporting Senior's Average of Al Fitness Reports Witten on Marines
of Simlar Grade. This average reflects the nmean of the nuneric value for
all fitness reports (excluding acadenic type, end of service, extended, and
not observed reports) witten by the RS on Marines of sinmilar grade.

3. Reporting Senior's Hi ghest Fitness Report Average of Any Report
Witten on Marines of Simlar Grade. This value reflects the highest fitness
report average of any report witten by the RS on Marines of sinilar grade
(excludi ng academ c type, end of service, extended, and not observed
reports).

4., Reporting Senior's Lowest Fitness Report Average of Any Report
Witten on Marines of Similar Grade. This value reflects the | owest fitness
report average of any report witten by the RS on Marines of sinilar grade
(excludi ng academ ¢ type, end of service, extended, and not observed
reports).

5. The Nunber of Reports Subnitted by the RS Received at HQVC 60 or More
Days After the End of the Reporting Period. This nunber reflects the nunber
of reports submitted by the RS that HQVC received 60 or nore days after the
end of the reporting period. NOTE: The basis for accountability for late
subm ssion of reports is HQVC tracking of reporting officials' signature

dat es. As an exanmple: if the RSis tinmely in conpleting and forwardi ng
the report to the RO (as evidenced by the signhature date) responsibility
will shift to another reporting official (RO third officer, or senior

Marine representative) or operational Battalion/Squadron command el ement, as
appropri ate.

D. RELATI VE VALUE OF A REPORT

1. The relative value of a report reflects how the fitness report
average of an individual report conpares to:

(a) The RS's average of all fitness reports witten by the RS on
Mari nes of the sanme grade.

(b) The highest fitness report average of any report witten by the
RS on a Marine of the same grade as the MRO

2. The systemw || calculate the relative value for each report to
reflect both:

(a) The Relative Value at the Tine of Processing. This numeric
value reflects the relative value of the MROs fitness report based on the
RS' s rating history for Marines of the sane grade as the MRO as of the tine
of processing of the MRO s report. This nunmber is a constant and once
calculated, it will not change.

(b) The Curul ative Relative Value. This nuneric value reflects the
cunmul ative relative value of the MRO s fitness report based on the RS s rat-
ing history for Marines of the same grade as the MRO. This nunber is a vari-
able and will change as the RS wites additional reports on Marines of the
same grade as the MRO
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(c) The Fitness Report Average. The report's average of the
observed attributes.

(d) The Reporting Senior Cunul ative Average. The cunul ative average
of all reports witten by the RS on Marines of the sane grade.

(e) The Reporting Senior Hi gh. The highest fitness report average of
any report witten by the RS on a Marine of that grade.

3. Once calculated, the relative value will appear on the MRO s MBS
nuneric fashion on a 80 to 100 scal e.

(a) Arelative value of 100 indicates the report has the highest
fitness report average of any report witten by the RS on a Marine of that
gr ade.

(b) Arelative value of 80 indicates the report has the | owest
fitness report average of any report witten by the RS on a Marine of that
gr ade.

(c) Arelative value of 90 indicates the fitness report average
for the report is equal to the RS average. (The average of the fitness
report average for all reports witten by the RS on Marines of the sanme
grade.)

4. Appendi x K (MASTER BRI EF SHEET (MBS), FI TNESS REPORT LI STI NG,

depicts how the relative value data is displayed on the MBS.

- E. REVI EW NG CFFI CERS PROFI LE

1. A conparative assessnent of the Reviewing Oficer's (RO rankings for
all fitness reports of Marines of the sane grade will be included on the
Master Brief Sheet (MBS).

2. This information will show the cunul ative conparative assessnent
(pyrami d) marks of all fitness reports of Marines of the same grade eval u-
ated by this RO with the assessnent of each fitness report highlighted with
a frame, as seen in appendi x K

3. This information will be displayed on a new row beneath the |ine of
fitness reports attributes inline with the RO nane, and will be updated as
additional fitness reports are processed with the same RO

4. Wen a fitness report is processed for posting to the OWF, the RO
profile will be overlaid to the left of the pyranmid in section K on page 5
of the report.
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SAMPLE REPORTI NG SENI OR' S PROFI LE

BGEN JOHN J. MARI NE

AS OF XXXXXXX

GRADE AVG # OF RPTS H GH Low
SGT 2.93 38 4.00 1.86
SSGT 3.00 15 3.93 1.93

GYSGT 2.86 11 3.78 1.78
V5GT 3.21 4 4.14 2.14

1STSGT 3.14 1 3.14 3.14

SGTVAJ 3.07 6 4.00 2.00

MGYSGT 3.21 1 3.21 3.21

WO 3.00 1 3.00 3.0
w2 3. 07 2 3. 14 3.00
w4 3. 28 1 3. 28 3. 28

2NDLT 3. 07 10 4.14 1.93

1STLT 2.78 18 3. 86 1.78
CAPT 3.14 47 4.21 1.93
MAJ 2.93 52 4.00 1.86

LTCOL 3.28 6 4.36 2.14
COL 3.00 7 4.07 2.00

NUMBER OF REPORTS OVER 60 DAYS OLD: 7

NOTE: Profiles do not include not observed, academ c type, extended, and
end of service reports.
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Reviewing O fi cer
Conpar ati ve Assessnment Profile

BGEN JOHN J MARI NE
SSN: XXX~ XX- XXXX

As of 1 XXXXXXXX

Assessnent Mark Description
8 The eminently qualified Marine
7,6 One of the few exceptionally qualified
Mar i nes
54,3 One of the many highly qualified profes-
sional s

who formthe majority of this grade

2 A qualified Marine
1 Unsati sfactory
MRO Rank # of Reports/Assessnment Mark
LTCOL 0/1 1/2 1/3 4/ 4 7/5 10/6 217 0/8

Total # of Reports: 25

MAJ o/1 o0/2 1/3 84 12/5 5/6 2/7 0/8
Total # of Reports: 28

CAPT 1/1 1/2 2/3 31/4 30/5 7/ 6 1/7 0/ 8
Total # of Reports: 73

W3 0/1 012 0/3 1/ 4 3/5 0/6 1/7 0/ 8
Total # of Reports: 5

MSGT 0/1 0/ 2 0/3 0/ 4 1/5 0/6 o/7 0/ 8
Total # of Reports: 1

GYSGT o/1 0/2 0/3 04 2/5 /6 1/7 0/8
Total # of Reports: 4

Total # of Qbserved Reviews: 136
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APPENDI X H
PERSONNEL MANAGEMENT SUPPCRT BRANCH

RECORDS REQUEST FORM

REQUESTER S GRADE/ NAME:

SSN:

TYPE OF RECORDS) DESI RED:

MASTER BRI EF SHEET (MBS) For fitness reports subnmitted in 1999 or |ater
MASTER BRI EF SHEET (MBS) For fitness reports submtted prior to 1999

OFFI Cl AL M LI TARY PERSONNEL FI LE ( OWPF)

*REPORTI NG SENI OR (RS) PROFI LE (Reporting Seniors only)

*REVI EW NG OFFI CER (RO) PROFILE (Reviewing O ficers only)

HiEpNnE

*MVSB will only provide a copy of the RS/RO Profile to the RS/ RO,
respectively.

MAI LI NG ADDRESS TO HAVE RECORD(S) SENT:

UNIT (Street, Unit #, PCS Box #)
OR STREET ADDRESS:

CTY OR APQ FPCO

(SI GNATURE OF MRO, RS OR RO AS APPROPRI ATE)

SUBM T WRI TTEN REQUEST TO
COMVANDANT OF THE MARI NE CORPS ( MVSB- 10)
HEADQUARTERS U. S. MARI NE CORPS
2008 ELLI OT RD SU TE 202
QUANTI CO, VA 22134-5030

SUBM T FAX REQUEST TO
HEADQUARTERS U. S. MARI NE CORPS ( MVBB- 10)
DSN: 278-5792 OR COW (703) 784-5792

H1
CH 3
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APPENDI X |

AUDI T AND CORRECTI ON OF PERFCRVANCE RECORDS

A, AUDI TI NG THE MBS

1. Auditing the Header Data. As with the Basic Individual Record (BIR)
and the Basic Training Record (BTR), an audit of the MBS header data consists
of conmparing the information listed in each block against that of its source
docunent. Appendix J gives a description of each item

2. Auditing the Fitness Report Listing. Wth Appendix K as a guide,
audit the MBS for continuity by scanning the fitness report "Begin Date/End
Date" listing for the witten notation, "POSSIBLE DATE GAP OF 31 DAYS OR
LONGER - SEE CASE." Check the COLPER within the ClCS- Production on the Kansas
City on-line conmputer nenu (see paragraph 8013.5) before initiating
procedures to cover a recent mssing fitness report to ensure the report was
not processed after the MBS was printed.

3. To warrant correction, the date gap nust neet the following criteria:

a. The date gap between reports nust be 31 days or longer. |If a
date gap is covered by a sinmultaneous report or an RT report, no corrective
action is required.

b. The CMC (MVBB-30) will not administratively fill date gaps caused
by renedi al pronotion consideration (see paragraph 6006).

B. CORRECTI NG THE MBS

1. Correcting MBS Header Data. This section is conposed of information
from several sources and sponsoring agencies. The Performance Eval uation
Section (MVBB-30) is not a sponsor of any field in this section and therefore
cannot correct any header data information. Refer to Appendix J for a
listing of authorities and references for correcting this section of the MS.

2. Correcting Date Gaps Caused by M ssing Fitness Reports.
To correct date gaps resulting fromm ssing fitness reports, take the
foll owi ng action

a. Exhaust all neans of locating the RS, including:

(1) Working through the HQVC Worl dwi de Locator, DSN 278-3942/
comercial (703)784-3942.

(2) Contacting the MRO s previous conmand for the RS s address.

(3) Contacting other Marines serving with the RS during the
reporting period.
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b. Conmplete section A of a fitness report formas directed by paragraph
4003, with the exception of itens 5 through 8. The RS will conplete these
itemns.

c. Send the conpleted section A under cover letter (see sanple letter in
Appendix L) to the RS, requesting he or she conplete the fitness report.

d. The RS nust forward the conpleted report to the CMC (MVBB-31) or
(MVSB- 34) and provide a copy to the MRO. The foll owi ng gui dance appli es:

(1) The CMC (MvBB-30) will acconplish RO action for reports that are
nmore than a year old and not adverse.

(2) If the report is adverse, it nust be reviewed per the provisions
of Chapter 5. Wen the MRO and the reporting officials are no | onger
coll ocated, forward the report to the CMC (MVSB-31) or (MVBB-34) with the
nane and SSN of the RO

(3) Copies of original reports are acceptable only if they are over
1 year old and all pages are certified true by one of the reporting officials

shown in itens 10 or 11 of section A of the report. Facsinmile copies (FAX S)
of reports are not acceptable for placenent in the Marine’ s OVPF.

(4) Reports that are less than 1 year old nust be an original report
and reflect both reporting officials’ actions as having been conpleted; i.e.
sections J and K

e. |If you know the location of the RS, nmake contact and request he or
she conplete the report. If the RS fails to respond within 30 days, forward
a copy of the correspondence originally sent to the RS soliciting the fitness
report and an original NAVMC 10835(Rev 5-98) with itens 1, 2, 3, 4, 9, 10,
and 11 of section A conpleted, to the CMC (MVSB-31) or (MVSB-34).

f. If you cannot locate the RS, forward an original NAVMC 10835 (Rev
5-98) with itenms 1, 2, 3, 4, 9, 10, and 11 of section A conpleted, under
cover letter to the CMC (MVBB-31) or (MVBB-34). Include any known
information that nay help locate the RS or ROin the letter

3. Correcting Date Gaps Not Caused by M ssing Fitness Reports. The mpjority
of these date gaps are errors in the "period covered" dates of fitness
reports that follow transfer reports. To correct date gaps of 31 days or

| onger, take one of the follow ng actions:

a. To correct date gaps that include periods of proceed, delay and
travel, forward a certified true copy of page 3 of the Marine s SRB/ OQR under
a cover letter to the CMC (MVBB-31) or (MvBB-34). Briefly explain the
circunstances contributing to the error and request a correction to the
per formance record.

-2



PERFORMANCE EVALUATI ON SYSTEM

b. To correct date gaps not including a period of proceed, delay and
travel, forward a letter, endorsed by either the RS or RO, to the CMC
(MVSB-31) or (MVBB-34), explaining the circunstances and requesting the
reporting period be changed per paragraph 8007. |If the RS or RO cannot be
| ocated, forward a letter explaining the circunstances to the CMC ( MVBB- 31)
or (MVBB-34). Include any docunentation to support the requested correction
and information that will assist in locating the RS or RO

c. Menbers of the IRR and Standby Reserve have periods of non-
affiliation not covered by a fitness report and, therefore, the date gap wll
not be filled. Wen a Marine transfers fromactive duty status or fromthe
SMCR to the IRR, use the "CS' occasion code to prevent the appearance of a
dat e gap.

d. Menbers of the Active Conponent nay request an adm nistrative filler
for date gaps caused by release fromactive duty or discharge. The MRO s
command rust submt the request to the CMC (MVBB-31) under cover letter with
certified true copies of page 3 of the SRB, Enlistnent/Reenlistnent Docunent
Arnmed Forces of the United States (DD Form 4), and the Certificate of
Di scharge or Rel ease from Active Duty (DD Form 214).

e. |If afitness report appears in the P-Folder (Perfornmance Data) of the
OWPF but not the MBS, forward a witten request to the CMC (MVSB-31) or
(MVBB- 34) requesting the report be placed on the MBS. NOTE: Ensure the
letter identifies the period and occasion of the report.

4. \Wen the MBS does not accurately reflect the information froma
particular report (as it appears in the OWF) send a request for correction
to the CMC (MVBB-31) or (MVSB-34) explaining the error and include a copy of
the MRO s MBS.

5. Oher Corrections. Submt requests for other corrections on the MBS by
correspondence, via the RS or RO, to the CMC (MVBB-31) or (MVBSB-34). The
request ed change nust be significant, fully justified, and endorsed as valid
by either the RS or RO. Refer to paragraph 8007 for further information on
corrections.

C. AUDI TI NG THE P- FOLDER ( PERFORMANCE DATA) OF THE OWF. Audit the P-fol der
for fitness report continuity by conparing fitness reports in the OWF with
those on the MBS. Audit the MBS per instructions in paragraph B (AUD TlI NG
THE MBS) above, then systematically match each fitness report on the MBS to
that in the OWF.

D. CORRECTING THE P- FOLDER. Take corrective action per the follow ng
i nstructions:

1. If afitness report is mssing fromboth the MBS and the P-Fol der of
the OWPF, and the date gap neets the criteria listed in paragraph A3 above,
foll ow the procedures to retrieve nmissing fitness reports listed in paragraph
B. 2. above.

-3
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2. If afitness report is on the MBS but is mssing fromthe P-folder of the
OWPF, correspond with CMC (MVBB-31) or (MVBB-34), identify the m ssing
period, and request a fitness report "reconstruction". Include a conpleted

section A for subject report.

E. AUDIT AND CORRECTI ON OF OTHER OWF FOLDERS. Audit and correct the

C-Fol der (Comrendat ory/ Derogatory Information) and the S-Fol der (Service
Comput ation Information and other Pertinent Information) per the instructions
contained in MCO P1070. 12, I RAM Request corrections via correspondence to
the CMC (MVBB-10). If the correction involves a change of SSN, notify the
CMC (MVBB-31) or (MVBB-34) by separate correspondence so the records can be
transferred to the new SSN.

|-4
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APPENDI X J
MASTER BRI EF SHEET (MBS) EXPLANATI ON

Lo 1 ™ s | M;d—l'lw’?hm | Dé! | c:;v m:;w I -usoq l AL . Lo ] 10 1 | 12
;ﬂ:l’ :J\; 91(: “‘;? n:;;ln Acm;ramuu oon;’cuw mu;tv)mu D.;‘lm e;;u Lll::i ZM; sz."sl 26 27
DECDRATION NELATAR ¢ BDUCATAIN CIVILIAN e
30 31
» 28 29 29 =
INFD 32 F;E
CORRECTI NG
MBS LI STI NG BIR/BTR LI STING AUTHORI TY REFERENCE
1. NAME NAME UNI'T DI ARY MCO P1080. 40
(MCTFSPRI M
. SSN: Social Security Nunber SSN UNI T DI ARY MCO P1080. 40
(MCTFSPRI M
3. GRADE GRADE ENL| STED: MCO P1080. 40
(MCTFSPRI M
UNI T DI ARY
OFFI CER:
CMC ( MVWPR)
4. RANK DESCRI PTI ON: Autormatic Defaul t. N A UNI'T DI ARY MCO P1080. 40
(MCTFSPRI M
5. DOR Date of Rank; the date DOR ENLI| STED: MCO P1080. 40
(MCTFSPRI M
fromwhi ch present rank is effective. UNI T DI ARY
present rank is effective. OFFI CER:
CMC ( MVPR)
6. COWP: Conponent/cl ass; COVPONENT ENLI| STED: MCO P1080. 40
(MCTFSPRI M
descri bes status such as UNI T DI ARY
Active, Reserve or other.
OFFI CER:
ACTI VE- CMC( MROA)
RESERVE- CMC( RAM)
7. LINEAL NO Lineal control N A cMC ( MWPR)
nunmber (officers only) HQWVC
pl anni ng dat a.
8. PMOS: Primary MCS. MOS UNI T DI ARY MCO P1080. 40
(MCTFSPRI M
9. AMOS: Additional MOS. MOS ENLI STED: MCO P1080. 40
(MCTFSPRI M
UNI'T DI ARY
OFFI CER:
ACTI VE- CMC ( MMDA)
RESERVE- CMC ( RAM
10. GI/GCT: Ceneral GT/ CCT CMC (MR MCO P1080. 40
(MCTFSPRI M
Classification Test.
11. PERM GR Permanent grade. N A CcMC ( MVPR) MCO P1080. 40
(MCTFSPRI M
12. PERM DOR: Permanent Date of N A CMC ( MVPR) MCO P1080. 40
(MCTFSPRI M
Rank.

J-1
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13. DOB: Date of birth DATE OF BI RTH

14. DEAF: Date of DEAF
original entry into the

Arned Forces.

15. PEBD: Pay entry base PAY ENTRY
dat e. BASE DTE
16. AFADBD:. Arned Forces AFADBD

Active Duty Base Date;

the date from which active duty
time is conputed and is adjustable
for lost time or break in service.

17. AC NAV BD: Active

naval service base date; for
temporary/ permanent LDO s only; a
date computed from active naval
service performed as an officer,
warrant officer, or enlisted person
in the Marine Corps or Navy.

N A

18. ACC 1ST COW Date
accepted first Marine Corps
conmm ssion (initial appointment only).

N A

19. DOR 1ST COW The Date N A
of rank of the first conmm ssion

in the Corps.

20. DOR 1ST LDO Date of N A

rank of first comm ssion as an LDO

21. DSG PILOT: The date
on which the Marine was designated

N A

amlitary pilot, naval aviator, or NFO
22. DCADB: The Date N A
Current Active Duty Began.

I medi ate reenlistment does not

change this date.

23. SD. Service date (Male N A
Regul ar, Unrestricted officers

only); the year in which the

Mari ne began comni ssi oned service.

24. EAS: Expiration of EAS
active service.

25. DCTB: Date current DCTB

( MCTFSPRI M)
tour began.

26. OSCD. Overseas control
MCO P1080. 40 ( MCTFSPRI M
dat e.

DAUS DEPN RESTR

UNIT DI ARY MCO P1080. 40 ( MCTFSPRI M

UNI T DI ARY MCO P1080. 40 ( MCTFSPRI M

ENLI STED: MCO P1080. 40 ( MCTFSPRI M
UNI T DI ARY

CFFI CERS:

CMC ( MVBB- 10)

UNI T DI ARY MCO P1080. 40 ( MCTFSPRI M
CMC (MWPR)  NONE

UNI T DI ARY MCO P1080. 40 ( MCTFSPRI M
ACTI VE- CMC MCO P1080. 40 ( MCTFSPRI M

RESERVE- UNI T DI ARY
CMC ( MVPR) NAVMC 763

RESERVE- CMC (RAM)  MCO P1080. 40 ( MCTFSPRI M

UNI T DI ARY MCO P1080. 40 ( MCTFSPRI M
CMC ( MVPR NAVMC 763
Li neal Precedence)

ENLI STED:
UNI'T DI ARY

COFFI CER (Reserve):
On Active Duty: CMZ( MVDA)
SMCR/ | RR CMC( RAM

MCO P1080. 40 ( MCTFSPRI M

UNIT DI ARY MCO P1080. 40

UNIT DI ARY
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27. CONTRACT/ LEGAL AGREEMENT: N A

P1080. 20

(officers only) Describes

MCTFSCODESMAN

the | egal agreenent
whi ch serving; i.e.,
SWAG, EAS, SPL WRK,

under
LDG,
etc.

28. DECORATI ONS: Per sonal AWARDS

P1080. 40 ( MCTFSPRI M
decor ati ons awar ded
SECNAVI NST 1650. 1

in order

of precedence and the nunber

of like awards (fi el

d represents

| atest 12 personal awards awarded).

29. M LI TARY EDUCATI
P1080. 40 (MCTFSPRI M

ON: SCHOOLS/

Servi ce School s (including SPECI AL SKI LLS

certain MCl courses)

listed by

course title and year in

whi ch conpleted. A

maxi mum of

ei ghteen schools may be |isted.

30. CVILI AN EDUCAT
P1080. 40 (MCTFSPRI M

31. LANGUAGES: Nane

ON ClV ED LEVEL

of |an- FORG\- LANG

guage in which the Marine CODES

is proficient. Upt

o two 1/ 2/ 3/ 4

| anguages may be |isted.

32. SPL I NFO Speci al N A
informati on. MCC and RUC of

Mari ne Reported on,
extract ed.

date

ACTI VE:
CMC ( MVOR)

RESERVE:
CMC (RAV)

UNI T DI ARY

UNI T DI ARY

UNI' T DI ARY

CoMC (MA)

N A

NONE

N A
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APPENDI X K
MASTER BRI EF SHEET ( MBS)

FI TNESS REPORT LI STI NG

A B Ci{ D E F G
RONTTORED COHNAND [DUTY ASSGRHENT BEGH REPORL v
| LEADERSHIP | . PROHOTION |
ORGANIZATION/SCHOOL | GRADE TYPE DUy siLhos|OCC|pp [0 -CHARACIER | : “; . COR[ADV | ZERPTS [ RELVAL  [#APTS | KELVAL |10 CONCUKS |
REPORTING SEMIOR  |REVIEWING OFFICER DATE PER] PRCI COU| EFF JIN | LEAL DEY SET ENSQ[DH I‘H‘JDE Jui 6Py u)ownl ace (@PROC| @PROC | (UM | (UM Y| N
PLT CHON/CORR
HQBN ISTHARDN  wo W asto [SCYBIOL ol e g et pfop| o]l 8] fo| Wi x 4 [ooo0 | 8 | oease | X
19996710 Fickep [ [
CAPT STEPHENS g 285 [ IR High: 285
R RO: W1 5B s s o
PLT CHOR/CORH
HOBH ISTHARDY  fwo  w asi0 (8 Dissarn{ o} o} Bl ol cfofcfclc] of o] & uf x s | esmy | 6 | omee | x
Fitkep 3 B
HA] DARNELL Toogoi 5 Mg 146 g 35 High: 446
RO: o1 o2 3 w[ s8] s w1
CoL SHITH
PROJECT OFFICER
MCAGCC 29 PALMS [ CWO2 N 2510 @ 200000064 ¢ | ¢ ¢ cjc]c] o cfojcfe] ]| nfx 1 N7A 1l | x
20000905 fikp K
1) SHITH Mg T A L8 Higr 33
RO: 1 2wl o [ s w1 w
COL COUNTEN -

A, MONI TORED COVVAND, ORGANI ZATI OV SCHOOL, REPORTI NG SEN OR

1. MONITORED COWAND. This information reflects the MRO s assigned com
mand per section A 1tem2a (MCC) of the fitness report.

2. ORGAN ZATI ONAL/ SCHOCOL. This information reflects the specific command
or unit to which the MRO was assigned for duty per section A item2b, (RUQ),
of the fitness report.

3. REPORTING SENTOR. This information reflects the nane of the MROs RS
per section A 1tem 10 (reporting senior), of the fitness report.

B. DUTY ASSI GNMENT, GRADE/ TYPE DUTY/ Bl LMOS, REVI EW NG OFFI CER

1. DUTY ASSIGNMENT. This information reflects the primary duty to which
the MRO was assi gned per section A item4 (Duty Assignnent (descriptive
title)), of the fitness report.

2. GRADE. This information reflects the MRO s grade per section A, item
le (Grade), of the fitness report.

3. TYPE DUTY. This information reflects the type of the MRO s duty per
section A 1tem 3c (Type), of the fitness report. The letter indicating the
type duty are "A" (Academic & Training duty), "N' (Normal peace time report-
ing), "C' (Conbat), "J" (Joint duty), and "B" (both Conbat and Joint). Aletter
"C' preceding the aforenmenti oned codes, indicates the report is classified (see
par agraph 4003. 3c) .

K-1
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4. BILMOS. This information reflects the billet MOS of the duty to which
the MRO was assi gned per section A item 1h (BILMOS) of the fitness report.

- 5. REVIEWNG OFFICER.  This information reflects the nane of the MROs RO
per section A item 1l (Reviewing Oficer), of the fitness report.

C. OCC. This information reflects the occasion for submtting the report per
section A item3a (OCC) of the fitness report.

D. BEG N DATE/ END DATE.

1. BEG N DATE. This information reflects the beginning date of the report-
ing period per section A item3b (Fron) of the fitness report.

2. END DATE. This information reflects the ending date of the reporting
period per section A item3b (To) of the fitness report.

E. M SSI ON CHARACTER/ LEADERSHI P/ | NTELLECT/ EVAL RESP/ RO COVPARATI VE ASSESS-
MVENT.

1. M SSI OV CHARACTER/ LEADERSHI P/ | NTELLECT/ EVAL RESP. This information
reflects the markings fromthe Performance Anchored Rating Scal es per sections
D (M SSI ON ACCOWPLI SHVENT), E (I NDI VI DUAL CHARACTER), F (LEADERSHI P), G
(I NTELLECT AND W SDOVM), and H ( FULFI LLMENT OF EVALUATI ON RESPONSI BI LI TI ES) of
the fitness report. Abbreviations for the individual attributes as reflected
on the MBS are:

PER- Per f or mance LEA- Leadi ng Subor di nat es PME- Pr of essi onal PRO-
Profi ci ency DEV- Devel op Subordi nat es MIlitary Education
CQOU- Cour age SET- Setting the Exanpl e DEC- Deci si on Maki ng
EFF- Ef f ecti veness ENS- Ensuri ng Wl | - Bei ng Ability

Under Stress of Subordi nat es JUD- Judgnent
INI-Initiative COM Communi cation Skills EVAL RESR- Eval uati on*

*Applies to MROs with reporting official responsibilities

- 2. RO COWPARATI VE ASSESSMENT. This information will show the cumnul ative
conmparative assessnment (pyram d) marks of all fitness reports of the Review ng
Oficer (RO rankings for all fitness reports of Marines of the sane grade
eval uated by the RO with the assessnent of each fitness report highlighted
with a frane.

F. PROMOTION. This information reflects the RS s pronmoti on recommendati on for
the MRO per section A item 7 (Reconmended For Pronotion) of the fitness
report. An "X' appearing under "Y" indicates recommended for pronotion. An
"X" appearing under "N' indicates not recomrended for pronotion. An "X
appearing under "NA" indicates not applicable. An "X' appearing under "ACC
i ndi cates a recomendation for accel erated pronotion.

K-2
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G REPORT SUMVARY

1. COM This information reflects whether the MRO was subject to
conmmendat ory material during the reporting period per section A item 6a
(Marine Subject To: Commendatory Material) of the fitness report. An "X'
appearing under this colum indicates the MRO recei ved conmendatory naterial .

2. ADV. This information reflects whether the contents of the report con-
stitute a derogatory eval uation of the MRO per section A item 5a (Special
Case: Adverse) of the fitness report. An "X' appearing under this colum indi-
cates the report is adverse.

3. # RPTS @PRCC. This colum reflects the nunber of fitness reports writ-
ten by the RS on Marines of the sane grade as the MRO as of the tinme of pro-
cessing of the MRO s report (see Appendix Q.

4. REL VAL @PROC. This colum reflects the relative value of the MRO s
fitness report based on the RS s rating history for Marines of the same grade
as the MRO as of the tine of processing of the MRO s report (see Appendix Q.

5. # RPTS CUM This colum reflects the number of fitness reports witten
by the RS on Marines of the same grade as the MRO as of the tinme the MRO s MBS

is printed. NOTE: This nunber is a variable and will change as the RS wites
additional reports on Marines of the sane grade as the MRO (see Appendix G.

6. RO CONCURS. This information reflects whether the RO concurs or does
not concur wth the RS s evaluation of the MRO per section K, item 2 (Eval ua-
tion) of the fitness report. An "X' appearing under the "Y" columm indicates
the RO concurs with the report. An "X' appearing under the "N' colum indi-
cates the RO does not concur with the report.

- 7. FITREP AVG This information reflects the report’s average of the
observed attributes.

- 8. RS AVG This information reflects the cunul ative average of all
reports witten by the RS on a Marine of that grade.

- 9. RS HOG This information reflects the highest fitness report average
of any report witten by the RS on a Marine of that grade.
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APPENDI X L

SAMPLE REQUEST LETTER

(Headi ng)

1610
(Dat e)

From Commandi ng O ficer
To: (Reporting Senior)

Subj : M SSI NG FI TNESS REPORT ON (MRO) FOR THE OCCASI ON (OCC CODE)
AND PERICD _ (START DATE) TO (ENDING DATE) , WHI LE SERVI NG AS

(BILLET), WTH (UNIT)

Ref:  (a) MCO P1610.7E

Encl: (1) Fitness report for the subject period with itens 1, 2, 3, 4, 9,
10, and 11 of section A conpleted
(2) Self-addressed return envel ope

1. Records at Headquarters, U S. Marine Corps (HQW) indicate that (MO
is mssing a fitness report for the subject period. This is an inportant
matter because the Marine is pending (reenlistnent, a pronotion board, ORB
assignment, etc.).

2. As reporting senior for the subject period and per the provisions of the
reference, please take appropriate action to elinmnate the indicated date gap
in (MRO) performance records.

a. |If the report is under one year old, it nmust be an original report.
Use enclosure (1) for your evaluation. Conplete sections B through J per the
ref erence.

b. If the fitness report is over one year old and you have a copy of the
report, please forward it to us. Ensure all pages of the report are
certified true by yourself. |If you do not have a copy of the report, use

enclosure (1) for your evaluation. Conplete sections B through J per the
ref erence.

3. Use enclosure (2) to return the conpleted report.

4. |If the report is adverse, and the reviewing officer is not coll ocated,
provi de the name and SSN of the Reviewing Oficer with the returned report.
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Subj: M SSING FI TNESS REPORT ON  ( MRO) FOR THE OCCASI ON (OCC CODE)
AND PERI OD (START DATE) TO (ENDI NG DATE) , WHI LE SERVI NG AS
(BILLET) , WTH (UNIT)

5. The reference requires that a reporting senior respond to correspondence
requesting conpletion of mssing fitness reports within 30 days. W should
recei ve your response at this command no later than (date) . If you have
any questions concerning this natter, contact (CO SgtMj, ExecO Adj, etc.)
at DSN (nunber) or Conmercial (area code/ nunber)

Si gnature

Copy to: (MRO
(Senior Enlisted Advisor, as appropriate)
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APPENDI X M

DATE GAP NOTI FI CATION VIA UNIT DI ARY

A. PURPOSE. The unit diary advisories provide information to reporting
units regarding date gaps in performance records of Marines 6 nonths prior to
the convening date of their respective pronotion boards. Additionally, the
advi sories highlight the reporting unit’s responsibility for notifying and
assisting any Marine whose nanme appears on the Unit Diary Feedback Report.

B. PROCEDURE. The CMC (MvBB-31) will generate notifications for date gaps
via the Unit Diary Feedback Report. The CMC (MVSB) will generate
notifications by grade 6 nonths prior to the convening of the correspondi ng
pronoti on board.

C. ACTION. Once the date gap advisory notification appears on the Unit
Di ary Feedback Report, the command must notify the individual Marine and
provi de assistance to correct the date gap per paragraph 8009 and Appendi x |

M1
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APPENDI X N

CMC POLI CY COVPLI ANCE MEASURES

A. I NTENT OF THE CMC POLI CY COVPLI ANCE MEASURES. To nmintain the integrity
of the PES objectives, reporting officials nust adhere to established
policies. The intent of the conpliance neasures contained in this Appendi x
are to:

1. Ensure adherence to PES policy.

2. Ensure early identification of, and initiation of corrective action
for, reporting officials displaying undesirable reporting trends.

3. Recognize reporting officials who, over tine, display noteworthy

adherence to the objectives of the PES

B. CMC POLICY COVPLI ANCE MEASURES. These neasures provide the CMC ( MVBSB- 30)
with the tools to:

1. Monitor how well reporting officials are perform ng their duties.

2. Proactively identify, notify, and educate reporting officials
di spl ayi ng undesirable reporting trends indicating:

a. Gam ng

b. Inflation.

c. Untinely subm ssion of reports.
d. Inaccurate reporting.

f. Procedural errors.

C. NONCOWPLI ANCE DEFI NED ( GAM NG, | NFLATI NG REPORTS, UNTI MELI NESS
| NACCURATE REPORTI NG & PROCEDURAL ERRORS) .

1. Gamng. Deliberately marking an MRO or otherw se subverting PES
policy in ways that cloud the relative value of a particular report in
relation to other reports witten by an RS for Marines of the same grade.

2. Inflating Reports. Developing a pattern of marking reports
artificially higher than prescribed by this Mnual

3. Untineliness. Habitually submitting |late reports.

4. |Inaccurate Reporting. Inaccurate or inconplete reporting of
i nformati on. Exanples include but are not limted to:

N1
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a. Not reporting any known derogatory material, disciplinary action,
or failures to nmeet prescribe Marine Corps standards.
b. Not reporting any known conmendatory materi al
c. Admnistrative errors resulting in inaccurate information

5. Procedural Errors. Failure to conplete or process reports as
prescribed by this Manual. Exanples include but are not limted to:

a. Unauthorized nodifications to the reporting chain.
b. Including unacceptable comments on a report.
c. Failure to refer adverse RS/RO comments to the MRO for rebuttal

D. PROCESS DEFI NED FOR MARI NE REPORTI NG OFFI CI ALS. The follow ng policy
conpl i ance neasures apply:

1. Level I. Upon identification of a reporting official showi ng an
undesirable trend, the CMC (MVSB-30) will forward a "Letter of Notification"
directly to the reporting official

a. This letter will:

(1) Notify the reporting official that the nonitoring process
identified himor her as showi ng a nonconpliance trend.

(2) Reinforce the objectives of the PES.
b. This letter is personal in nature and:
(1) Highlights the specific area of concern
(2) Encourages i nprovenent.
(3) Reenphasizes reporting responsibilities.
2. Level Il. If the reporting official’s nonconpliance trend conti nues,
the CMC (MVBB-30) will forward a "Letter of Nonconpliance" via the reporting

official’s reporting chain

a. This letter notifies the Marine’s reporting chain of his or her
conti nued nonconpli ance.

b. This letter solicits support fromthe Marine' s reporting chain
and:

(1) Highlights the specific area of concern
(2) Encourages i nprovenent.
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(3) Reenphasizes reporting responsibilities.

(4) Provides input to the Marine’s RS for use as deened
appropriate by the RS when conpleting section H (FULFI LLMENT OF EVALUATI ON
RESPONSI BI LI TIES) of the Marine's next fitness report.

3. Level I11l. Wen the neasures defined in levels | &Il fail to counter
the reporting official’s nonconpliance, the CMC (MM w Il issue a forma
"Letter of Counseling” to the Marine via his or her reporting chain

a. This letter will advise the Marine's reporting chain that the
i ndi vidual is not conplying with the objectives of the PES. This letter
constitutes derogatory materi al

b. The CMC (MVBB) will file the letter in the individual’s OWF as
derogatory materi al .

(1) As derogatory material, per MCO P1070.12, IRAM the Marine nay
submit a rebuttal

(2) Upon receipt of the letter, the Marine has 30 days to submt his
or her rebuttal.

(a) If making a rebuttal, the Marine nmust submit the rebuttal to
the CMC ( MVBB- 30) using standard Naval letter fornat.

(b) If the Marine declines the opportunity to subnit a rebuttal
he or she must do so in witing. The Marine nust submt this letter to the
CMC (MVBB-30) using standard Naval letter format.

c. The CMC (MvBB) will file the rebuttal and the "Letter of Counseling"
in the Marine's OWF.

E. PROCESS DEFI NED FOR Cl VI LI AN REPORTI NG CFFI CI ALS W THI N THE MARI NE CORPS.
The foll owi ng policy conpliance nmeasures apply:

1. Level |I. Same as process for Marine reporting officials.

2. Level Il. If the reporting official’s nonconpliance trend continues, the
CMC (MVBB-30) will forward a "Letter of Nonconpliance" via the reporting
official’s supervisory chain.

a. This letter notifies the individual’s supervisory chain of his or her
conti nued nonconpli ance.

b. This letter solicits support fromthe individual’s supervisory chain
and:

(1) Highlights the specific area of concern
(2) Encourages inprovenent.
(3) Reenphasizes reporting responsibilities.
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(4) Provides input to the individual’s i medi ate and second | eve
supervi sor for use as deened appropriate when conpleting the individual’s
next perfornmance apprai sal

3. Level I11l. Wen the neasures defined in levels | &Il fail to counter
the reporting official’s nonconpliance, the CMC (MM w Il issue a form
"Letter of Counseling” to the individual via his or her supervisory chain

a. This letter will advise the individual’s supervisory chain that he or
she is not conplying with the objectives of the PES.

b. This letter will be included in the individual’s Oficial Personne
Fol der (OPF) as derogatory material subject to the applicable rules and
procedures set forth by the governing G vilian Human Resources O fi ce.

F. PROCESS DEFI NED FOR NON- MARI NE REPORTI NG OFFI CI ALS. The follow ng policy
conpl i ance neasures apply:

1. Level |I. Same as process for Marine reporting officials.

2. Level Il. If the reporting official’s nonconpliance trend conti nues,
the CMC (MVBB-30) will forward a "Letter of Nonconpliance" through the
reporting official’s supervisory chain via the Senior Marine Representative.

a. This letter notifies the individual’s supervisory chain and the
Seni or Marine Representative of his or her continued nonconpli ance.

b. This letter solicits support fromthe individual’s supervisory
chai n and:

(1) Highlights the specific area of concern

(2) Encourages i nprovenent.

(3) Reenphasizes reporting responsibilities.

(4) Provides input to the individual’s inmediate and second | eve
supervisor or mlitary equivalents, for use as deenmed appropriate when

conmpl eting the individual’s next performance apprai sal

3. Level IIl. Not applicable.

G RECOGNI TI ON OF NOTEWORTHY ADHERENCE TO THE OBJECTI VES OF THE PES

1. During the course of nonitoring reporting officials for
nonconpl i ance, this Headquarters will identify those reporting officials
whose reporting history displays superior adherence to the objectives of the
PES.
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2. The CMC (MvBB-30) will acknow edge these reporting officials with a
"Letter of Recognition".

3. The CMC (MvBB-30) will forward the letter to the individual via his or
her reporting or supervisory chain as appropriate.
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APPENDI X O

REPORTI NG SENI OR CHECKLI ST

A, GENERAL

1. Brief MROon billet description within first 15 days of the reporting
peri od.

2. Adjust MRO s billet description within reporting period as
appl i cabl e.

3. Review worksheet input if submitted by the MRO

B. SECTION A, ADM NI STRATI VE | NFORMATI ON ( par agr aph 4003)

1. Ensure section Ainformation is accurate.
2. Prepare section A in uppercase Courier New size 12 font.

3. Confirm"from' date as correct utilizing the On Line Perfornance
Eval uati on Record (OLPER)

4., Mark itemba if report is adverse

5. Review section A for marks requiring directed comments in Section |

C. SECTION B, BILLET DESCRI PTI ON ( par agr aph 4004)

1. Hghlight MRO s significant responsibilities as they relate to the
unit’s mssion during the reporting period.

2. Prepare in proper format (see paragraph 4004. 3).

D. SECTION C, BI LLET ACCOVPLI SHVENTS ( par agr aph 4005)

1. Hghlight the MRO s npst significant acconplishments during the
reporting period.

2. Be objective vice qualitative

3. Focus on what the Marine acconplished rather than personal qualities
or potential inpact of the MRO s contributions

4. Prepare in proper format (see paragraph 4005. 3).
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E. SECTIONS D THROUGH H, CATEGCORI ES OF EVALUATED AREAS (paragraphs
4006-4011)

1. Ensure markings reflect MRO s denonstrated performance during the
reporting period.

2. Justify all marks of "A", "F', or "G' and ensure justifications are
verifiable, substantive, and where possible, quantifiable.

3. Mark section H as not observed for all Marines wi thout reporting
seni or responsibilities.

F. SECTION I, DI RECTED AND ADDI TI ONAL COMMENTS (paragraph 4012)

1. Ensure all directed comrents are included (see paragraph 4012. 4)

2. Prepare in proper format (see paragraph 4012.3).

G SECTION J, CERTI FI CATI ON ( par agr aph 4013)

1. Prior to certifying, ensure the accuracy and conpl et eness of sections
A-1 per the provisions of this Mnual .

2. Sign, date, and provide a signed, conpleted copy of sections A-J to
t he MRO

3. |If adverse, refer report to the MRO for acknow edgnment, signature,
and the opportunity to submt a rebuttal statenent.

4. Provide the MRO an updated copy if any changes are nade to sections
A-1 of the report.

5. Annotate whet her addendum page is attached to the report.

6. Forward report to the ROin a tinely manner. (Report is due to HQVC
within 30 days after the ending date of the report.)
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APPENDI X P
SAMPLE ADM NI STRATI VE CORRECTI ON REQUEST LETTER
( HEADI NG)
1610
OFFI CE CODE
( DATE)

From RANK FULL NAME, SSN MOS USMC
To: Conmandant of the Marine Corps (MVBB-31/ MVEB- 34)

Subj :  REQUEST FOR ADM NSTRATI VE CORRECTI ON TO FI TNESS REPORT FOR THE OCCASI ON
(OCC CODE) AND PERI OD ( START DATE) TO (ENDI NG DATE) CASE OF: RANK FULL
NAME, SSN MOS USMC

Ref:  (a) MCO 1610.7E

Encl : (1) Supporting Documentation as Applicable (i.e. Award Certificates,
Page 3 from SNM s SRB/ OQR, Enlistnment Contract, DD Form 214, etc.)

1. | request that the follow ng change(s) be made to ny fitness report file in
OWF and/or fitness report listing on Master Brief Sheet (MBS).

(Specify the current data as it appears in the record and then specify the
desired data change to be nade. Justify reason for correction.)

For exanpl e:

-That the dates of the fitness report 20010201-20010331(AN) be changed to
reflect the dates 20010101- 20010331 (AN). The reason for this correctionis to
i ncl ude proceed/del ay/travel while in transit fromny previ ous command, as evi -
denced by a copy of ny page 3 at encl (1).

2. Any questions concerning this matter, contact nme at DSN nunber or conmerci al
(area code/ nunber).

MRO Si ghature

MEMORANDUM ENDORSEMENT

From Reporting Senior/Review ng Oficer
To: Commandant of the Marine Corps (MVBB- 31/ MVEB- 34)

1. | concur with the MRO and request correction(s) be nade to his/her fitness
report/MBS. | offer the foll owi ng expl anati on:

2. Any guestions concerning this matter, contact ne at DSN nunber or
commerci al (area code/ nunber).

RS/ RO Si gnat ure
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Access to.
Submi ssi on of. .o

Corrections to fitness reports
After subm ssion .

Audit Program

By HQVLC. e
During preparation . e
- Incidents in prior reporting periods .

Counsel i ng.

Cour age . e
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Court-martial nenber.

Dat e gaps .
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Def ense counsel reports .
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Di sci plinary action . Coe
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